JB Pritzker DC Fs Heidi E. Mueller

Governor Children & Family Services Director

April 1, 2025

The Honorable J.B. Pritzker,
Governor

State of Illinois

207 State Capital
Springfield, Illinois 62706

Dear Governor Pritzker:

The State Service Assurance Act, Public Act 95-707, passed in November 2008, requires each state agency to report to
the General Assembly, annually their staffing level of bilingual employees.

Please find the enclosed report of bilingual employees currently employed by the Department of Children and Family
Services. Establishing positions with multilingual options and incorporating multilingual skills into existing positions
allows our agency to provide better services more effectively to our clients and the public. On June 30, 2007, the
Department had 154 bilingual frontline staff. Therefore, it is required by the Act to maintain a bilingual staffing level
of 194, 40 additional positions. However, the Department’s number of bilingual staff on March 31,2024 is 171. The
Office of Employee Services has held several on-line and hybrid recruitment events which have yielded positive
results. This year we certified staff for Spanish Speaking skills that are not in a bilingual pin but are temporarily
assigned Spanish Speaking cases when there is a need., We continue to recruit at colleges and universities that are
designated as Hispanic Serving Institutions by the United States Department of Education. We have also increased the
number of Human Resource Representatives and now we are able to cover more recruitment and outreach events
targeted at the Hispanic/Spanish Speaking community.

The Department is under the Burgos Consent Decree that requires that we provide services in Spanish-to-Spanish
Speaking clients and families. DCFS complies with the State of Illinois Public Act 103-0723, Language Equity Act
passed 8/2/2024 which requires meaningful access to services and eliminating language as a barrier to services. DCFS
has a Language Access Workgroup which evaluates the need for bilingual staff.

Should you have any questions or need additional information, please contact Lourdes M. Rodriguez, Statewide
Burgos Consent Decree/Inter Ethnic Placement Act/ Language Access Coordinator, Office of Strategy and
Performance Innovation at 312/808/-5264.

Respectfully,

Bl

Heidi E. Mueller,
Director

Illinois Department of Children and Family Services

SAFETY @ SAFETY

FIRST ALWAYS

60 E. Van Buren St., Suite 1339 « Chicago, IL 60605
312-814-6800 » DCFS.Illinois.gov
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ILLINOIS DEPARTMENT OF CMS5-104
CMS CENTEAL MAMAGEMENT SERVICES POSITION DESCRIFTION

Regonal Foston HBAZE5 Approval nol nedded

1. POSITION TITLE WORKING TITLE [IFANY) ot e 2 POSITION NUMBER
ENTFTIMG, POSITION
MEWREVSED POSTION
Administrative Assistant | Staff Assistant 29 55 00501 -16-05-200-01-95
3. AGENCY 4. BUREAL/DIVISION Y | e | o | 9. omece e
EXISTING POSITION
NEW/REVISED POSITION
Children & Family Services Diversity, Equity & Indusion o 016 1 R N
10, SECTION 11. UNIT 12, TRANSACTION CODE | 13, EFFECTIVE DATE
ool ) MaDZ1 ESTABLISH 11-01-22
[ manz2 EXEMPT CODE CHAMGE
NEVREVED POSTION [ MC024 POSTION NUMBER CHAMGE
Dffice of Latino Services Administration [ mcoze cLarey
AUTAM [ MACOZT ADDITIOMAL IDENTICAL CHANGE
14 WORK LOCATION 15. BARGAINING,TERM CODE BUEMPT | [ it wioas COUMTY CHANGE
EXISTING FOSITION [0 mboz: AROLISH
L] Mcia8 DOwWMWARD REALLOCATICH
MEVW/REVEED POSTION [ MC150 LATERAL REALLOCATEON
Chicago RCO2E M [ MC158 UPWARD REALLOCATION
% OF TIME 16 COMPLETE CURRENT AND ACDURATE STATEMENT OF POSITION ESSENTIAL FURCTIONS
25% 1. Serves as staff assistant fo the Chief of the Office of Latino Services

« Performs special projecis designed to assess service programs for cultural
responsiveness and quality assurance outcomes within DCFS diversity
programs

» Provides inpul into the preparation and development of plans for specific
program and statistical data collection, some of which may be sensilive or
confidential

» Analyzes existing opesations and advises manager of the feasibility and impact
of proposed procedures and operations

= Makes recommendations to manager to improve services and facilitate greater
overall efficiency

200 2. Serves as liaison between the Chief and administrative and suppon stafi, as wall as
staff within DCFS divisions, community groups. and organizations providing service
resources to Latino children, families, and communilies

» Attends liaison meetings in absence of manager to report on issues raised and
action needed

15% 3. Coordinates (he preparation, design, and publication of the Office of Latino Services
newslatter and the publication of foster parent resource and initialive directorias

» Designs and conducts sat-up of computer information for DCFS program
initiatives monitored by the Office

10% 4. Attends regional staff divisional and team meetings oulside of the office

Position M Page 1of 3



ILLINGIS DEPARTMENT OF CM5-104
C M 5 CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

% OF TIME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIOMNS
« Mainlains current information regarding issues and needs affecting African
American childran and families
¢ Drives or travels o various locations in the pedformance of duties

10% 5. Represants the Chief in responding to comespondence and other inquiries

+ Independently prepares replies to requests and inguiries falling in area of
assignment

# Screang and recommends to the Chief the setting of priorities for handling
incoming verbal requests and written correspondence, moniloring to ensure that
attention is given to urgent mattars

s Maintains correspondence control and establishes completion dates for reports
and other materials

*+ |ndependently answers routine inquiries for supesvisor and independently
develops malerials for memorandums and reports, often of a confidential nature

108 6. Translates and inferprets, both orally and in writing, for Spanish speaking clients
regarding services available and the proper completion of forms
59 7. Owversees maintenance of appropriate records and files

= Monitors to ensure thal information is received and disiribuled in a timely manner
« Maintains control of assignments
s Alerts the Chief of significant deviations from standards and objectives
5% 8. Performs other dulies as required or assigned which are reasonably within the scope of
the duties enumaraled above
17, POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR [Responsible Tor assigning and reviewing work, preparing, conducting and
signing performance evaluations; effectively recommanding and Imposing disciplinary aciion and adjusting grievances for the
Incumbent of this position.}
WORKING TITLE [IF ANY)
Public Service Administrator 37015-16-05-200-00-99 Chief. Office of Lating Services
18 CHECK THE APPROPRIATE BOX IF THIS POSITION I5 A:

O supervisor [ Lead Worker

NOTE: Supervisory or lead worker responsibilities myst be described in a detailed duty statemant(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.

Position Title Position Number Mo. af durmbants of Funded Vacandies

19. SPECIALITED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PFERFORMANCE OF
THE WIORK OF THIS POSITION. MOTE: SINCE THERE ARE NOW SEVERAL OFTIONS OF SXILLS AND ABILITIES AND LICENSURE OR
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN MO LONGER BE USED,

Mnimuym Qualifications
1. Requires knowledge, skill, and mental development equivalent to completion of four years of college, preferably
with courses In public or buginess administration
1. Reguiras one year of professional experience in 8 public or private organization, or satsfaciory completion of an
agency approved professional managemsent training program
3. Reguires ability to speak and wrile Spanish at a colloguial skill lavel

Position # Page 1 of 3



[LLINDIS DEPARTMENT OF CHMS-104
C MS CENTRAL MAMNAGEMENT SERVICES POSITION DESCRIPTION

R L ——

19, SPECIALIZED KMOWLEDGES, SKILLS, ABILITIES, UCENSURE OR CERTIFICATION NECESSARY POR THE SUCCESSFUL PERFORMANCE OF
THE WORK OF THIS POSITION, NOTE: SINCE THERE ARE MOW SEVERAL OPTIONS OF SXILLS AND ABILITIES AND LICENSURE OR
CERTIFICATION IDENTIFIED OM STANDARDS, THE PHRASE "SAME AS SPECIFICATION™ CAN NO LONGER BE USED.

[ igns [In B igni

2 years of axpenance S&ving a3 an administrative assistant in a public or business onrganization

2 yeats of professional axparience serving in a Eaison capacity for a public or buginess organization

2 yaars of experience senving 8s a representative of one’s supervisor in meetings, conferences, etc.

2 years of professional expenence conducling research and carrying oul special assignmenis requiring the
development or interprefabon of programs and procedures in a public or business onrganization

B

20, CONDITIONS OF EMPLOYMENT

1. Requires the sbility o pass a background check

7. Requiras pogsession of a valid drivers license and ability to travel
21, FOSITION POSTING/MARKETING STATEMENT: information in this statement Is NOT Intended to be all-encompassing or to address
all responsibilities of the position.
The lllinois Department of Children and Family Services is seeking an organized, professional, and results oriented
individual to serve as Staff Assistant o the Chief of the Office of Lalino Services. Under general direclion, this position will
parform apecial projects designed to assess service programs for cullural responsiveness and quality assurance oulcomes
within DCFS diversity programs. Tha posilion will gerve as kaigon betwean the Chiel and various nternal and external
anfities. The position will also atlend regional ataff divisicnal and team meelings outside the office and represan! the Chiaf
in mespondng o correspondence and other inquiries, while utiizing Spanish speaking skills in the pedormance of dulies as
appropiiate. This position provides a great opportunily for somecna who is detail oriented and interested in playing a
supportive role in the agency's operations, DCFS offers a competitive compansation plan, axcallent banafils, and a
pansion program. The ideal candidate for this position will have excellant arganizational skils and strong leadership and
cammunicalion capabiliies. We invite you 10 join our innovative team o help make a posithve difference in the lives of the
children and tamilies of linpis.

23 ABOUT THE AGENCY/BUREAL/PROGRAM

DCFS is deeply commitied to the welfare and protection of children, Cur goal is 1o protect children by strengthening and
supporting families. In avary effort, from receiving halne calls lo reaching family reundication or foster care and adoglion.
children and familes are our fBSus

DERECTOR OF CMS SIGNATLUIRE IMMEDIATE SUPERVISOR SIGHNATURE AGEMCY HEAD SIGHNATURE DATE
Mave [, Shaide

Ami.ﬂ.mt: d 11-1-22
by DSl 1111022 By Doug Mathis

Position # Page 3of 2



“ILLINDIS DEPARTMENT OF CMS-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) ot ormowcope | 2 POSITION NUMBER
EXISTIRG POSITRON
T A S EID ORI TR0
Child Development Aide Parmanency Assistant 29 55 07184-16-31-200-11-99
L EMMT B WORK  TAA
3. AGENCY 4, EUREAUIHMSHI B AUDIT 9 OFFICE USE

[la s} COUNTY  ALTH
THISTING POSITRON

MEWRESED FOMTION

Children & Family Services Northern Region Permanency o 101 2 R N

10, SECTION 11 UNIT 12, TRANSACTION CODE 13 EFFECTIVE DATE

LAIFTING POSTIDN [E A0 L ESTARLISH 06-16-23
[ sana23 EXEMPT CODE CHANGE

IE W REVES D POSTION [ vacoza POSITICN NUMBER CHANGE

Dperathons Administration 0 mcoz6 cuaRiFy

RIUTAN I MCoz7 ADDITHOMAL IDEMTICAL CHANGE

EXEMPFT [ pacoze WORK COUNTY CHAMGE
EXETING FOSTION O Mmooz ssousx
[ M148 DOWMWARD REALLOCATION

[ MC150 LATERAL REALLOCATION
Rackford RCO2& ] O MC15E LPWARD REALLOCATION

% OFTIME 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
75% 1. Serves as Permanency Assistant to Child Welfare Specialists
= Provides assistance in making arrangemants of placements for children
» Drives to transport children to and from placements, as well as for court hearings, health
exams, madical appointmaeants, counseling appointments, assessment efc
s Provides assistance with program activifies for children, such as socialization, and
monitors to ensure safety, emotional, and behawvioral needs are met
« Provides assistance to direct service staff in picking up forms and/or payments that
occur during the normal processes of child placements
» Ensures the safety of children being transporied through the use of seatbelts and/or age
appropriate car seats for each minor in the auto
= Accompanies the assigned caseworker on home visits when applicable
20% 2. Provides support to Child Welfare Specialist efforts to move youth to appropriate
Parmanency options
Assiuts in obtlaining refated vital statistic documents for youth
Assists in obtaining related medical information
Works with the assigned caseworker to provide support to youth and foster paranis
. Provides suppor and feedback to the assigned worker regarding observation of child
during a chid parenl visitation when applicable
Provides direct 1:1 supervision of assigned youth while sowrcing for placement
Observes children and reports to the caseworker and/or supervisor any unusual
bahavior relating to the mental, social adustmant, and overall health of children

14. WORK LOCATION 15, BARGAINING/TERM CODE

HEW/REVISED POSTION

7

-‘.-

15%

Position if Page 1 0f 3



ILLINDIS DEPARTMENT OF CMS-104
CMS CENTRAL MAMAGEMENT SERVICES POSITION DESCRIPTION

% OF TIWME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

+« FReporls to tha caseworker, supervisor, andfor DCFS Child Abuse Hotlline any
communication with children resulting in disclosure of child abuse and neglect
Documents observations in writing
Transiates and interprats, both arally and in writing, for Spanish speaking clients
regarding servicas available and the proper completion of farms
5% 6. Altends and provides input inlo leam meetings
5% 7. Performs other duties as required or assigned which are reasonably within the scope of

the duties enumerated above

17, POSITION TITLE AND MUMBER IMMEDIATE SUPERVISOR [Responsible for sssigning and reviewing work, preparing, conducting, and
signing performance svaluations; efectively recommending and imposing disciplinary action and adjusting grievances for the
incumbent af this pasitlon.)

!'.nli

10%

WORKING TITLE (IF ANY)
Public Service Administrator 37015-16-31-200-10-01 Permanency Team Supervisor
18. CHECK THE APFROPRIATE RO IF THIS POSITION IS A:

O superviser [ Lead Worlker

MOTE: 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 abowve, list position title, position number, and number of subordinate
incumbents or authorized funded headcount.

Posithon Tithe Position Mumber Mo, of ncumbents or Funded Vacancies

19, SPECIMLIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION MECESSARY FOR THE SUCCESSHUL FERFORMANCE OF
THE WORK OF THIS POSITION, HOTE: SINCE THERE ARE NOW SEVERAL OFTIONS OF SKILLS AND ABILITIES AND LICENSURE OR
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION” CAN NO LONGER BE USED,
Minimyum Quakifications
1. Requires any combination ol education end exparience which provides knowiedge, skill, and mental
developmen! equivalent to either completion of two years of college and one year of expenance OR threa
yoars of exparience working with culturally disadvantaged persons In a social service program
2. Reguires abilfly o speak and wrile Spamish ai a colloguial skill level

l { Cuyalif fi Qrder of Signif |
A
0. CONDITIONS OF EMPLOYMENT

1. Requires a valid driver's license, daily access o an automobile, and proof of vehicle insurance.

2. Requires abiily lo pass a background check.

3. Requires physical, visual, and suditory ability to carry out assigned dulies

4. Tha conditions of amploymant listed here are mcomporated and retabed to any of the job duties as listed in the

job descriplion.

Pogition # Page 2 of 3



ILLIMOIS DEPARTMENT OF CMS-104
CM S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

21 POSITION POSTING /MARKETING STATEMENT: Infarmation in this statement is NOT Intended to ba all-encompassing or to address
all reaponsibilltles of the position.
The lllingis Depariment of Children and Family Services is seseking an organized, professional, and results onented
individual lo serve as Permanency Assistanl. Under ganaral supervision, this position will provide assiglance in making
amangements of pacements for children. The position will drive to transpont children 1o and from placements, as well Bs for
cowrt hearings, health exams, medical appointments, elc. The position will also provide assistance with program aclivities
for children and will cbsarve childran and repod (o the casewaorker andior suparvisor any unusual bahavior relaling o Hhe
mental, social adjustment, and overall health of children. The position will also use Spanish spaaking skills in the
performance of duties, Thes posiion provides a great opportunily for somecne who is passicnate aboul children and
interesiad in playing @ suppoding role in ensuring the safety and slabeiy of children and youth. DCFS offers a compelitive
compansation plan, axcellant banefits, and a pension program. The ideal candidaie for this position will have excellent
organizational skills and strong communication skills. W invite you be join our innovative feam 1o halp make a positve
difference in the lives of the children and familes of Minois.
22, ABOUT THE AGENCY/BUREALPROGRAM
DCFS is deaply committed io the weltare and prolection of chiddren. Our goal is to protect children by strengthening and
supporting familes. In every affort, from receiving hotline calls to reaching family reunification or foster care and adoption,
chidran and families are cur focus.
DIRECTOR OF ChS SIGNATLIRE IMMEDIATE SUPERVISOR SIGMATURE AGENCY HEAD SIGMNATURE DATE
Mare: D, Seaidi

Faswm Devacgfon by Dabra fhort 9/09/2) By Dowg M . 09-19-13

Position # Page Jaf 3



[LEINCES DEPARTMENT CF ME104
CENTRAL MANACGEMENT SERVICES POSTION DESCRIFTICN

FOBTN T Boriaiddiilo d 1 pmoReyce = FORI S

Child Protection Advanced U‘lﬂFﬂIEZﬂl:l‘IMB'I:E:I
- R R gf“ .........
3 ANy 4 BLUREALYTIION e Gam A | AR AOREIS

Protedion L - 0 9 N_
1L UNT _i 12, TRANSACTION COCE | 13, EFFECTIVEDATE

B maiEsers | 100123
| L] MAGZ EXEMPT COUE CHANGE
L] M POSTION MUMBER CHANGE

| Chik] Arotection Ivediclionss | o DTN At

X : RUTAN | (] MOIL7 ADDIMIONAL IDENTICN. CHANGE
' ] MO@L ABUSH

| ] MCI49 COWNWARD REALLOCATION

() MCISOLATERAL REALLOCATION

RCDGZ N Dm&ammmmnm

..... T T T T T e 1 8T e T oy

25% 1 S.masErIdFrchHmAdmmmlmﬁﬂgﬂh
»  Meniors lower kevel andior less experienced specialists, providing guidance,
direciion, and consulation on investigative activities
# Provides input and assisiance in planning, amanging, and conducting orientaton and
training programe for staff
« Reviews documentation of investigative contacts prepared by lower level
imestigative staff for content of information gathened and other contacts that should
have been made
* Eﬁﬁﬁﬂitﬁﬂﬂﬂtﬁfﬁghﬂlﬂﬁﬁhiﬂﬂﬂlﬁﬂﬁﬁﬂdm
SLCT My
5% | 2. Receives and investigates a full range of reports of child abuse and neglect, including
Hﬁmﬂtmmﬁwmﬁﬁanmmmm
Conducts investigative interviews with reporters, subjects, and other individuals o
obtain information for the determination of whether the report i “indicated” or
unfounded™
+« Ona rotating basis, assigned o 24 hour "on call” duty in addiion o nomral
assignments, to ensure that services are povided as mandated by statute and

1% 3. Amanges for and attends multi-discipnary and technical staff conferences D assess
investigative acthvities

Position # Page 1of 3



Vs 104
PORITION DESCRIFTICN

. senaaslnmmmmm:q:ﬁ-ﬁ agm:ﬁ arﬂmrrmﬂtyrﬁnurca
« Interprets agency responsibiiiies to the cormmunity; speaks before groups and
) organizations on the issues of child protection
1% 4. Translates and interprets, both orlly and in waiting, for Spanish speaking clients
 reganding services available and the proper completion of forms _
5. On a roiating basis, Senes as SUpenvisor in the supenisors 2 absence
6. Directs the preparation of and reviews statistical data for the team and individuals
assigned to the team for compliance of the data in Department operational guidelines
+ Alers the supenvisor Io Bsues highlighted by the statistical data
b= Recommends to the su changes based upon stalistical data
% 7. Attends and provides input into Department staff meetings with regard to follow-up
issues on “indicated™ child protection reports
« Consults with Department pemmainency siaff regarding subseguent investigations on
farmilies currently being served by the Department
i) B. Trarrsp::mdlaiammhrq protective cusindy, Hmphcingﬂwnnmtsumm:ue
| and when changing placement location
#» Transpors clients i appointments (L.e., court hearings, medical appointments,
counseling sessions, police station, etr.) and to necessitate the delvery of client
SEMices
5% 8. Performs other dulies as required or assigned which are reasonably within the scope of

e LA Lal

signing perforTence evalustions; DrTITEne mwuwm

L= ——

¥ EYTHT! -l & ]
1 Il_rlnll,_lt_i_l I:. i i _F,.ns_ltu.\.l I.].-.... LA R A = o T LA LR S L L S AT e =Ly

F"Lﬂt Eaﬂceﬁdﬂrismm mﬁlﬁﬁm
O E'l.q:nnlisnr (] Lot Worker
“NOTE Gupervisory or lead worker responsibllities must be deseribed in a detailed duty statermentis) with a tirme

percentage(s) allotted. If a box was checked above, list position titke, position nurmber, and nurrber of subordinate

| Neofinambentsorfundedvacandes

L Hew.ﬂres 8 masters degres In social work

2. Requires bwo years of deectly related professional experience as a Chikd Welfare S pecialist or Child Profection
Specialist in the Department of C hildren and Family Services

3. Requires abdity o speak and write Spanish at a colioquial skil level

Postion # Page 20f 3



[LLINOIS DEPARTMENT OF CM5-104
CMS CENTRAL MHAEEH ENT SERVICES POSITION DESCRIFTION

:-HWWHHH, mmummmmmmmmumm
| THE WORK OF THIS POSITION. NOTE: mmmmsmmumunmmmmm
CERTIFICATION IDENTIFED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION™ CAN NO LONGER BE USED.
The collega or university Bsuing a masiar's degree must be accredited, and the degres nﬂwarn in seial wnrl;
miizl b approved by the Councll on Social Work Education.

thons {In Order of 54 Cance
MiA
-_'mmh&ﬁmuwm
mmamﬂmsim dﬁmhmmm Hﬂprmlulvd'nldamumnm
Riequires ability to pass a background check.

Requires physical, visual. and auditory ability 1o carry oul assignad duties.

Owverirme is a condition of employment, and you may be requested or requiredimandabed 10 Work owertime,
including scheduled, unscheduled, of last-minube ovartime. This requines the abllity to work evenings and
weakands. This alao requires the ability to work in a 24 hour “on cail” capacity.

5  The conditions of employment listed here ane Inconporated and ralated to any of the job dutkss aa lstad in tha

PPN*

m%mmﬂﬂfmmmmummmhmmwm
ties of the poxivon,

The lllinois Dapmn:d(:hﬂmmley Sam:uuaulmumwanmm pmlarsnmal and results onented
individual to serve s Child Profection Advanced Investigator. Undar general dwection, this posibion will receive and
invesligate reports of alleged child abuse/neglect within mandated time limits. The position assesses the immediate safety
of childran and intiates appropriate levels of child pratection needed, whiles utlizing Spanish speaking skills in the
pedormance of duties. This position provides a greal opportunity for somecne who i3 passionate about children and
intareated in playing a robe in ensuring the safety of children and youth, DCFS olfers a competitive compansation plan.
excelent benafits, and a pension program. The ideal candidate for thes position will have excellant organizational skilks and
strong communication skills. We inmvie you io join our innovative team o help make a positive difference in the lives of the
children and lamilies of o, ]

Eummmnm __________

DCFS mdaq:ﬂrmrrmhdhhmiuiind mﬁtﬁm-ﬂl childrier, Wﬂﬂllhmdﬁhnnwmmﬂ
supporting families. n every effort, from meceiving hotline calls ko reaching family reunilication or fostar care and adoption,

_chidron and famdies are our focus.

............................................................................

OIRECTOR OF CMSSIGNATURE | IMMEDIATE SUPERVISORSIGNATURE AGENCYHEADSGNATURE DATE
Mage: D, Snaldv 053823
hmmh;,ﬁnignh;ﬁwqify- By Doug Mathis 2B
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ILLINCES DFPARTMENT OF M 104
CENTRAL MANACFMENT SERVICES FCETICNDESCRIFTICN

I.. m ﬂﬂEth‘-‘Hm 'm i . m' . iimi‘l'h'lﬁ‘ e S .

BTG POSTION

WO FEVASED POEITION Deferred Assigrvrent
Chilld Protedtion Specalist

R e L e R .

10 SETON muNT : | 12 TANSACTION COCE | 13 BFECTVEDATE

EXSIMG POSTION | = MAER] ETARISH 06-16-23
T MAGRZ EXEMPT CODE CHINGE

HEW FEVISELIPCETION T MCER4 PO TION NUMEER CHARGE

BSTINGPOSTION : ] MNP ABCLIH
_ T MICIA0 DOWNWARD FEALLCCATION
HEW FEVISED POSTION ] MCISO LATERAL REALLCCATION

3% . L SMasDemfmdAsngmEHHchﬂmlmﬁgan
i » Receives and investigates reports of alleged child abuse/neglect within mandated
i s Assesses immediale safety of children and initiates appropriate levels of child
protection needed
« Drives o conduct home evaluations, observing family situations relating o
i allegatiors of child abuse/neglect
« Interviews clients and professionals to obtain information for purposes of making a
finding on the allegations and determining protection and senvice needs
Conducts service assessmenis
Provides Inforrmation and referral senvces o community agencles, purchase of
service agencies, and the permanency urst
¢ Briefly monitors families refermed o community senices
« Ona rotating basis, assigned to 24 hour “on call” duty in addition to nomnal
assignments, o ensure that services are provided as mandated by statute and

policy
5% 2. Prepares investigation reports for assessing validity of reports of allegations
| « Completes forms avthorizing payment for services provided (o clients
« Prepares other statistical and narrative reports, which include docurmentation in the
Statewide Automated Child Wetfare Information System

Position # Page 1 of 3



; « Completes service assessments and opens case records
1% 3. Selects, summarizes, and presents case material for ransfer to penmanency
CaseWorker or CoOmmunity agencies
¢ Allends supervisony conferences and consults with other disciplines regarding
casework planning
| = Makes recommendabons for additional follow-up senvices
e 4. Translates and interprets, both orally and in witing, for Spanish speaking clients
; __regarding sendces avallable and the proper completion of forms
% 5. Determines the need for and coordinates the placement of children in substifute cane
- facilibes
i = Provides mcommendations and estifies in court reganding investigative findings
| B Aﬂrruhmlidscuiimﬁag‘mﬂrarﬂbchrtalsﬁﬁcmhaﬁsbﬁmsrﬁm
. mﬁu and maintains working relationships with community and other state
f . Eﬂummwﬁﬂﬁaumm
5% 7. Trarsports chents when taking protective custody, when placing them in substitute care,
i and when changing placement location
¢ Transports clients o appointments {i.e., court hearings, medical appointments,
i ::ﬂu:eﬁ‘gm;h‘s police station, efr.) and to necessitate the defivery of client
SEervices
B i B PMW%ﬂsmﬁmmWﬂhammmnhmm
.. the duties enumerated above
uwmmm_ RV {Remporsible for
m_wmmwwmﬁwmhu .

wnutﬁammmmmlﬁaﬂmmm ' ' HEﬂMTirﬁtﬁﬁr

:'Iimm [T Lt Whorkaer

NOTE Supenvisory or kead worker responsibilities [Tust be described in a detalled duty staberment(s) with a time
percentage(s) allotted, If & box was chadked above, list position title, position nurmber, and number of subordinate
inourmbents or authorized funded headcount.

mo o nE AT LT O A R R Y S T e T M G e T e L i;-\. -\.--\.-F TIE LY ST

e e e

mmmmrnmammﬂmm ' :
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ILLINGIS DEFARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIFTION

| 19 SPECIALIZED KNOWLEDGES. SKILLS, ABILITIES, ICENSURE Oft CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF
mmwmmmmmmmmmmmmmmmmumm R ;
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHAASE “SAME AS SPECIFCATION® CAN NO LONGER BE LSED,

1. Preferably requires a masier's degree in social work Dﬁmﬂmh‘adﬂnmn&mlﬂmtum
sendica fiakd, in criminal justice, criminal justice adminisiration, or law enforcement and one year of directly
ralated profassional experence; OR requires a bachelor's degree in social work and one year of directly
relatad professional experdsence; OR requines a bachelor's degres in a nelaled human service lekd, in criminal
justice, criminal juslice admnstration, or law enforcament and two years of directly releted professional
EXparEnce

2. Requires the abity to speak and write Spanish at a colloguial skdl level

Thie college o univarsfly issuing & bachelors or mastars degres must be accredited, and the degree program in
social work must be approved by the Councll on Social Waork Education

It |
NfA

_mmmm & : :
Requires a vali driver's license, uwmmmumm mprmt-ntmmunm
Requires abillty to pass a background chick.
Requires physical, visual, and auditory ability fo carry out assigned duties.
Drvartima is & condition of emplayment, and you rmay be requestad o of requiredimandaled o work overtima,
including scheduled, unscheduled, or last-minute overtime, This reguires the ability o work evenings and
weakends. This also requines the ability to work in a 24 hour “on call’ capacity,

5 The condiions of employment listed here are incorporated and related 1o any of the job duties as listed i ihe

job description. s

-ummmmm
alin s of the i
The Minois DmﬁmntuimﬁmmdFmﬁy Services is uaalunnan ugEln:md mﬂmalmd and mtﬂamﬂm
individual 1o serve as Deforned Assignmant Child Proteciion Imvestigator. Linder direction, this position will receiva and
investigate reports of alleged child abuse/neglect within mandated time lim#s. The position assesses the immediale salaty
of children and initiates appropriabe levels of child protection needed, while ullizing Spanish speaking skills in the
pedormance of duties. This positon provides a great opportunity fior someaone who 5 passionate aboul children and
interesied in playing & role in ensuring the salety of children and youth. DCFS offers a competitive compensation plan,
exceliant banelits, and a pension program. The ideal candidate for this position will rave excellent organizational akills and
sirong communication skills. We imile you I join our innovative team to halp make a posfiive difference in the lives of the
children and families of llinos. ) )
;_nwmammm i : :
msummum-mﬂmﬁunﬂmddﬂm Dlrgudhmpmmmmhjaumglhmh‘rgum
supporting families. In every effort, from receiving hatling calls to reaching family reun ification or foster care and adopbion,
chikiren and famises are our focus.

S0l

*fﬁmhnhmmumnﬁummmnhﬂwuﬂﬁﬁmﬂmm'

s

 DIRECTOROFCMSSIGNATURE | IMMEDIATE SUPERVSOR SIGNATURE | AGENCY HEAD sowre | owe
By Dowug Muhw
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(ILLINOIS DEPARTMENTOF CMS-104
CMS  cenTraL MANAGEMENT SERVICES POSITION DESCRIPTION

Beapieitains | O senoot ESTABLSH | 11-01-21
.................. = o O Mnoaz exemeT cont canGE

i - - [ rcoza POSITION NUMBER CHANGE
£ mCoas CLARIFY

0 4C150 LATERAL REALLOCATION
) mC158 UPWARD REALLOCATION

.:!_.:!.:'i':-::":...- e

: = Serves as fioater in the offices of the region
: = Within area of assignmenl, evaluates and delermines case eligibity

= Reviews and evaluates case plans o ensure thal they reflect a "best Interesi of the
child™ critaria, which involves children in out-of-home care

= Exercises authority 1o amend, change, or reslruciure those case plans that do nol
ensura reasonable efforts for tamily reunification, whera appropriate, and those that
do not address the needs of the family andior child as related o the safety, well- :
baing, and permanency of children and families i

» Deatermines whather case plans are in compliance with all applicable federaland |
slate laws, adminisirafive regulstions, Depariment Rules and Procedures, court
decrees, and other legaliy-binding mandates

#* Pre-gchedules and provides a six month review and a review evary six months

20% 2. Manages the case review process, which includes monitoring participation |

and conducting the review, maintaining focus of the group, interprefing policies and :

rudes, and clarifying the rights and responsibilities of all atlending participants !

20% 3. Within identified timeframes and using eslablished protocol, complates a feedback

__Feport on each casa reviawed and Case Review Information Packet (CRIP)

Position i Page1of3d



ILLINOIS DEPARTMENT OF CM5-104
CM S CENTRAL MAMAGEMENT SERVICES POSITION DESCRIPTION

i ® I-'lnada mﬁ mspnnds tn umnl
» Maintains pre-scheduling calendar

i + Provides vital feedback and summany reports o administrative stafl on sensithve or

i difficull cases to ensure timely attention andfor problem resolution |

& Aleris suparvisory and administrative staff to vilal case lBsues requiring intersantion

i o...% . Conducts special reviews on difficult cases

T "R 4, Tmnmandlmbnm“ﬁymd in m'iti'tg furﬂpinllh :pnuhmnﬂhnu i

' | .. ‘egarding services available and the proper completion of forms

ey el e M.

5% 5. Explains and advises participants of thair options to appaal the sarvice plan and

i provides writhan notice nhppﬂil rights, provides input into any appeal of his/her
5% | 6. Monitors the implementalion of Departmental policles regarding case planning and

sarvice delivary

i « Makes recommandalions for amendmaenl of policies regarding the areas of case
E ! planning and service delivery
: | » |dantifias in wriling any serice-related issue, gaps in sanice provision, and
: | systambc barrers lo sanvice andfor parmanancy, incuding certain compliance

stafistics
' 7. Keeps abreast of stalutes, rules, mdpumdwummhgdﬂﬂuﬂmpﬂm
| « Reads all material and policy Iransmittals on new initislives and changes in policy,
| and seeks clarfication or training if neaded
i # Incorporales new Indliatives and policy chenges into the practice of axisting protocol
i and procedura g
» Atends Division and Unit meatings and all required, assigned, or recommeandad
_ Iraining

5%

i'l,',l'I'E Sup-undm or lead worker rosponsibiithes must be described In a detalled duty statementis] with a time
pﬂceniigelil allotted. If a boo was checked above, Hst position title, position number, and number of subordinate
g incombents or authorized funded headoownt.

Position # Page 2of 3
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“ILLINDIS DEPARTMENT OF CMS-104
CMS  cEnTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

L e L T

1. Requires S lon O matIore Toc ey Inaeial woutr af it  tnta Ty mirvicars s
2. Requires four years of professional experience in the field of child walfare

1. Requires thorough knowiedpe of social work theory, principles, lechniques, practices, and their application
] uriler vaniows and ditfficult conditions
H 2. Requires thorough knowledge of stade and federal aws, associated rules and directives, and agency
i raquirgmants peraining to parmanancy planning
! 3. Feqguires skills in negotation and confilel managemen] and abdity o give efiective consultalion and instruction
ralated io professional social casework
; 4, Reqguires ability 10 snalyze social service sysiems, identdy problems or dysfunctions, and prepare
mcpmmendations for solutio

Requires abilily o ravel and possession of a valid driver's license |
Requires abillty 1o speak and wrile Spanish et a colloguial level |

5o L

i The Winols Department of Children and Famdly Senvices is seeking an ofganized, professional, and enargelic individual to
| serve B8 Adminisirative Case Reviower. Linder general direction, thie position will evaluate and determine case eligifity
i and review case plans to ansure (hat they reflect 8 "best interest of the child” criteria, which nvolvas children in out-af-homa
| care. This positicn will serve as a floater in the offices of the region. The position will manage the case review procass,
i which Inchudes moniioring participation, convening and conducting the réview, mainlaining focus of the group, interprating
mwmmnmwrulhamwmmuurﬂammpm{mm The position wili uliize Spanish
skiils in the parformance of duties. This position provides a greal oppariunity for someone who is passionate

,mulmn::mnmmmmmmmumwmmmﬁdﬂmmeﬂmnmmnm DCFS affersa |
i competitive compenaation plan, excellen! benalits, and a penslon program. The ideal candidate for this position will have |
mmmmumﬂunmmmm Wa imvila you 1o join our innovative team to halp make a
children lrnﬂfnnilunllmll

i provect
ﬂppmﬁu families. In every effort, from recelving holine calts 1o reaching family reunification or foster care and adoption,
£ childs anmﬂhnﬂnw&ww .
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E"E Tindia Deparnent of POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POGMTIGH TITLE. WORRING TITLE OF ANY) | o | == |2 TN NJMBER
Exhirg Foobee
g Dhm e P
Child Wallfare Actvanced Specialist 5 85 07215-168-13-720-11-08
3 AGENCY 4 BURLALY DRVisacn SR TR TR T e | S0
P T sl
 Paracige e Btk
Children & Family Services Hgﬂulatiunmﬂnn'rmﬁ'lg 0 |01 | Y |R
1[_:,;@‘@'1 11N T1 THRFSACTHHCODE | 12 BFFECTVEGATE |
—_— 10-16-14
L.
Licensing Foster Homes [0 Maet ESTABLEH
= Eﬁmmm
14, WO LOGATION 15 BARGAININGTERM CODE BusTEl nmmﬂ
[ MCoET ADCIFIORAL IDENTICAL CHANGE
Eﬁwmﬁmmm
e Pt [ MC148 CIWNWARD FEALLOCATION
Deerfield RC06E3 N | H e e oA Bcamce
% OF TIME__ | 18, COMPLETE, GLURRENT Al TE STATEME ES FUNCTI
' Under direction of the Foster Home Licansing Suparvisor, periorms a vanaty of foster care licensing redated
tasks in accordancs with Dapartment rules and procedures, including high profile chses or cases of an
advanced complexity leval, mentors lowar levelless sxperienced spacialists; supports, assé$364, preparas,
and monttors ko ensune that foster and adoptive famiios and thelr home environmant mest required Ecenging
standards; nlegrates and coondinaies required pre-sanica Training into the dasesament proceas; asssats in
coordinating the foster parent support specialist and develops foster homes; monltors licensed foster and
adoptive families to ensure conlinued compliance with licensing standards within an assigned office and the
Chid and Adolescent Local Area Netwark (C&A LANs); on a rolating basis, serves as supervisor in his/har
pbsance; transiales and interprets, both arally and in wriling, for Spanish spasking clients.

25% 1. Manages a full range of casas, including high profile cases or cases of an advanced complenxity heval,
compleles the reguired assessment fo ensure that famiies mest DCFS licensing standards and are
preparad fo care for children; inegrates and coordinates required pre-senvica raining info thae
assessment process; introduces new famiies 1o fisld‘adoplive staff for fulure utiization; renews
lcarsas al required intervals: responds in a fimely manner (o all address change applcations and
e antity applications, as well as Inerstate Compact for the Placament of Children {ICPC}) requests
and Homa of Relatives (HMR's) appiications; drives to various localions in the performanca of dulies.

205 2. Coordinates with other units and staff, including the Office of Training and Developmeni Services,
caseworkers, invastigators, racruiters, and foster parent support specialists; provides suppor and
sirangthans Department relationships with foster parents; monitors licensed foster or adoplive homes
1o ensure the home Is in compliance with Boensing standards and assists families in resolving
compliance sues; amends individual icenses relative fo capacily, age ranges, atc.

20% 3. Mentors lower level andior less experenced speclilists, providing guidanca, direction, and
consultation to lower level chid welfere siaff with assessment, planning, crisls situstions, and olhér
various processes of their work: provides input and aseistance in planning, aranging, and conducting
orisntation and raining programs for staif.

10% 4, Translates and inerprats, both orally and in writing. for Spanish speaking cllants regarding sarvices
available and the propd complation of forms.

ST ,
EREIWER =
SO M1y |




16 ELH

5 OF TIME

% 5. Conaults with DCFS staff and CAA LAN's with recommendations about the selection of foster family
resources that best mesd the needs of chidren, induding recommendalions for support services to
maintsin tha resourcas.

5% 6. Conducts invesiigations relathe fo complaints about licansad fosterfadoptive homes in accondance
with the Childcare Act, identifies issues and assists families in developing corrective action plans;
makes recommandabons for licensing enforcemant when approprsta,

5% 7. Provides/maintans reports, statistics, records and documentation of activilies on a monthly basis o as
neadad; utiizes an sulomaied system for racking development of foster/adoptive resources.

5% B. On a rolating basis, serves as team supervisar in suparvisor's absance,

% B, Perorms other dulles as required or assigned which are reasonably within the zocopa of tha dulias
snumarated above.

17. ﬁnmmmmmmﬁlmmw EUPERVISOIR {Fasporsibie ior ssaigring and mviewing work, prapanng, conduching and skgrisg
pifermancs svabaalions; affactely meoemn pndeg and Impaiing dsciplnary Belon and sdistng Saevincss. r P8 Inoimesd of B poEbon )
WORKING TITLE (IF ANY)
Public Service Administrator 37015-16-13-720-10-01 Foster Home Liwmiﬂu Team Supervisor

78, CHECK THE AFPROPRIATE BOX IF THIS POSITION 15 A
OsurervisOR OR [0 LEAD WORHER
NOTE: Supsrviscry of lead workar responsibifiies musi bs described in & detalied duly satementis) wdth a ime percantage(s) alicited,
If @ bt waas: chacied abova, st pasition fija, pasition rumier, and number of subordinats iscumbents or authortzed funded haatcount:

—

Posion THA Foation Mumbar o, o incumbant or Funded Vacencies |

s : ETRT SUCCESSFUL PERFORMANCE
OF THE WIORK OF THIS POSITICN. NOTE: BINGE THERE ARE NOW SEVERAL OPTIONS OF SKILLS. AND ABILITIES AND LICENSURE OR

CERTFICATION IDENTIFIED OM STAMDARTS, THE PHRASE “SAME AS SPECIFICATION" CAN MO LONGER BE USED.
Requires a master's degree in soclal work pius two years of direclly related professional experience as a Child Welfare

Specislist or Child Protection Specialist in the Deparimant of Children and Family Servicas; requines posseasion of a valld
drivar's license, daily access Io an automobila, and prool of vehicle insurance; requires phyeical, visual, and suditory ability to
carmy out assignisd dulies; reguires ability to speak and wiite Spantsh ot 8 colloguial skl lowel,

The college or university issuing & mesters degresa must be aceredited, and the degres program in sockal work maust ba
approved by e Cowncil on Social Work Education.




C M ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

e R T s o e g =t P =SELNSUM - POSTION R =B
{ 1 POSTION TITLE o T r "y mif :.mmﬂumn 1
-1 R Ema ey e e e e e ‘T B Rt e mmm— g gy — ' - |1
b

‘ MEVWREVISED POSITION B i i i

kchﬂd Wellare Nurse Specialst J Regicnal Murse 29 m‘?ﬁt‘_”" :_;tl_ﬁ'__ﬁ E__m: mf“ i
ol A - A .

3..!&*!:‘:‘ 4, BUREAL/DIVISION _ b Aot 8. OFRCEUSE
L R e L e PO COOE_ COUNIY  AUTH - ——— = s

—— = —
| FEIETIse ROSRTRON
]

et
| WEMEREVIGED PO TIEN i

I EH_HI-E'H'I__E Fe_n:ﬂgrﬁzﬂnm . Ell"il-l‘.'llF'l"ll.‘Hﬂ_ g ad5 016 1__]__ H__ Y
tlﬂ.‘HCMH 1. UNT u.TM'r_Iu:cE 13 EFFECTWEDATE
EXISTING POSITION FRATn o] R = | | Ommerestanun | 020121
) Ey— . . P E‘Il.unn:m'mrmm:uu.ﬂﬁ.i
WEW/REVEED POSITION E; [ #Aco14 POSITION MEMBER CHANGE
i Office of Nursing Senvices Mnl'fslfil'hl:ln _ B wacors cLamiFy 1|
- . purtan | O Mcor? ADDMIONAL IBENTICAL CHANGE
14, WORK LOCATION H.ods 15, MI-HHHGFEEIH CODE EXEMPT | [ Mco2 WORK CUNTY CHANGE
“Enmmsdosmion © TTETTTETIT IO O veas aousk
i | D MAC149 DOWNWARD REALLCCATION
wewreviseoposmon. 7T _ W ' | ] McySO LATERAL REALLOCATION
Mzywood RCO23 N | ﬂ MCYSE UPWARD REALLOCATION
"ROFTIME _ 16 COMPLETE CURRENT AND ACCUBATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS , . ok
20% 1. Frmummﬂllhnandmmunnhﬂﬂwﬂhhdmmnwﬂnﬂmm .
complex health care records, and other ralaled malerials
= Provides mterpretation of health care records, findings, and applicaton of the
treatment plan
+ [n the presance of the assigned caseworker, consulls with biclogical parents, fosler

parants, relative caragivers, or residential providers regarding haalth-related !
concems for childran with special health care neads i
= Provides input indo the Ireatment pkan with the child caregiver and worker via E
staffings and Clinical inlervention Placemeant Presarvation Teams
+ Evaluales tha implemantation of heatth-relaled treatment plans
] » Sarves as & liaison for the clisnt¥famiy with community hospitals, child abuse and
' naglecl lsams, fatality teams, and community physical and mental health programs
& Works directly or indirectly with staff, caregivers, and providers to provide
information that will faciitate the resolution of health-ralaled problems interfering
with essential haalth cara
» Testfies in court regarding the explanation of health care records, specific
conditions, specific treatment plans, atc.
« Upholds the Hliinols Murse Practice Act and the Nursing Standards of Practice in the
parformance of duties
.= _Drives o various locations in the performance of dulies

Pailtion & Page 103
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CM5-104
POSITION DESCRIPTION

"% OFTIME_ _ 16l COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTUAL FURCTIONS ~

EE e L e = ——

IJ,ssnt.'f

15%

10%

— s . camE
3 i

105

L0

5%

T 2. Provides updated information ralalive to referral procedures and other prnh:rmla

invalving commumity heallh care o health related services

» Checks Health Passpart information in the Statewide Automated Child Welfare
Infarmation Systam (SACWIS)

+ Develops writhen communication, informabion memes, and notices to Deparmeni
s1aff regarding community health sarvices are provided lo Department youth in care

+  Submils reports on the adequacy of health care services and the availability of
providers to meat health care neads

et |

" 3. 'in collabaration with the Daparlmml & Healthwarks networks and assigned skied,
residential, and acute psychiamic facilties, provides quality assurance monioring o
arsure thal health care services are provided to Department youlh in carg
» Submils reports on the adequacy of health care services and the availability of

providers 1o mest heaith carg needs

"4 Trenslates and interprets, both orally and in writing, for Spanish speaking clients about

garvices avallable and the proper complation of farms,

5. Provides input into staffings, Clinical Intensantion Placament Preservation (CIPP)
Teams, Peer Reviews, Expanded capacilies, dinical placemeant reviews, and the
evaluation of haaith issues of youth in care in permanency planning

6. Through quality assurance monitoring infiatives, assesses and evaluates the delivery of
health cara sandicas
¢ Liilizes ressarch tools o draft reports, presenting findings and recommendations o

Clinical Managers and the Chief Nursa

7. Daw-lum and conducts bi-annual in-service training sessions for professional staff,
caragivers, and providers, presenting information regarding identified health related
_issues and haalth care sarvices

B. Provides input into special studies and projecis
#» As requesied, serves a5 8 consullant to professional siafl regarding permanency

planning for children with special health care needs ;

9. Perlorms other duties as required or assigned which are reasonably within (he scopa of
the dulles enumerated above

_1? POSFTION TITLE AND NUMBER MBMEDIATE SUPERVISOR [Ml-plnilhll far I-Ii:ip[ll'i'ltlﬂd rwlrnln: mrt.m condinting iﬂﬂ
signing performance evaluations; effectively recommending and Imposing disciplinary action and adjusting grievances for the
!h:u:rbln'tultlt position ]

Fu'thStwthmmﬂtﬂtﬂfi?ﬂls- 15 15- Hﬂ-m-lj'l
1:!.:““:“.‘"“"'““ IUH!TH-II Fﬂﬂ“muﬂu .7

e W WORKING TITLEHFANY)
I_Ehhg"-lurla !

e - =

O supervisor T Lewd Warker

WOTF: Supervisory or lead warver reepansihilivies mumy ke described in a detafled Aty statementic) with & tima
percentagels) allotted, If a box was checked above, list pasition tile, position numbar, and rembaer of subardinate
incurabents or authorized funded headcaunt,

i _ position Title * Pesition Mumiber Wo. of Incumbents or Funded Vacancies

" - - - -

ks =

Page 2of3



“ILLINOIS DEFARTMENT OF CMS-104
CMS

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
I[ ThostionTitle _ , " . PostenMumber  _ No.of Incumbents er Funded Vacencies |

19. SPECLALZED KNDWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFCATION NECESSARY EOR THE SUCCESSFUL PERFORMANCE DF.
THE WORE OF mtﬁl‘mmm smmmmmmmmumnmmmu oR
r_l:!lTlHl'.l'lm mmﬁmnﬂnmmnﬁhmm 'Em ﬁﬁtlﬁttiwh'mﬂﬂ LONGER BE USED. L J

e

| 1. Requires one of the lallvwsng: (8) graduation from &n approved nursing education program resulling In an I
. axsociale or diplama degres in nursing and threa years of progreseieely reszponsible professionsd rersing
' exparignce; o (b) a bachebor's degres in nursing and fwo years of professional nureing expanience; or (c) a
| masher's degres in nursing

2. Peguires licensure gz 3 Regleterad Murse n the Siste of linods-copy of canlificata reguined i
! 3. Roequires curren] CPR (BLS) carificalisn-copy of cartificate reguinad '

Knowledge, Skills, and Abilities
OF197-16-15-6H0-07.59

26 COMDITIONS OF EMPLOYMENT . B L Py P et

1. Roqures ability Mlmﬁwndduﬁ:
2. Regureas ability 1o speak and write Spanish al a colaquial skIE leval
umi:-mmllnnufavﬁddm”ihmnwﬁhwnm . -

ummmm JGIPMARKETING STATEMENT: informaticn In this statement hﬂﬂIH‘mmuuﬂmnmﬂmﬂdmi
ol responsibliities of the posttion. -}
Tha llinois Department of Chidren and Famdy Services & sasking an organized, professional, and resuls oriented
indiwidiral io sarve as Regional Murse, Undar ganaral supervision, this posibon will provide consultalion and Bnatysis on
haalih-ralated contams in invesligation reporis, complex haalth care records, and olher refated meterials. The pasition will
also consull with biolagical pasents, fosier parenla, relathe caregivers, or residential providers regarding heatib-nabid
concems Tar chiidren with spocial health care needs and provide Ingul inlo the realment plan wilh the child canagiver and
worker. In addilion, his posiion will sanve as a lEalson for ihe cllentTamily with comaunily hosplials, child sbuse and
neghect leams, Talality teams, and communtty phiysical and mental heallh programs. This position provides B great

y for @ compassionate medical professional whe o focused on ensuring thal children in the care of DCFS receiva
fhe bes) haallh care posaihla. DCFS offars & compatitiva compansation plan, axcelant benafils, and a pension program.,
The ideal candidate for ths position will heve exemplary medical skills and strong communicalion skills. Wa imile yau lo
nm.u-mmmmtﬂmqn make @ positive differencs in ihe lvas of the childoen and famBas of linals.

= e ey F e g P e ) ek - - il -

. -l.!ﬂLlT THE HDETIILHEAUMEHMH

DCFS s desply commitied 1o the weltare and prolechion of childran, Chur gosi Is o prolecl chikdren by sirengthening and
|:uumngfwnliu In every afort, from recahdng holline calls o resching family reunification or foster cane and adoptaan,
Ll:h'HrlﬂlndllmIBMﬂnl:!"_u___.v____l_u 2

fouecionr s e sipion s AGewcr A0 SGATiR,
_ ?F”’;F‘” = %ﬂm.ﬁﬂ

(A JJ Irhi Cralupy
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VWORKING TITLE (IF ANT) [Tt | g POSITION NUMBER

:m Hirvots Deparment of POSITION DESCRIPTION
4 CENTRAL MANAGEMENT SERVICES

i POSITION TITLE

g Powin

07217-16-13-749-48-02

| et Bkt PN

Child Welfare Senior Specialist 29 55 07217-16-13-740-31-59

S AGENCT 3 BUREAL DWVISION . ‘E: [T | s [V
[ ozawg Pordl s

Tl pld Farion

Childran & Family Senicas inafOuality Assuranca [§] 01E Y [=]
@ ? :lt%{ﬂ“ﬁ__h . TH TRANSACTION CODE | 73 &9 FECTVE GATE |
i 06-16-07
EELTT

Residential Monlioring O WADEY ESTABLES

14 WORK LOCATION

MLnz? EXEWST CODE CHARGE
Pt MOG34 POSITRON MUWBER CHANGE
15 BARGAININGTERM CODE Eovernd MCH2E  CLARIFY

§ sl P

O M@y ADDITROMAL IDENTICAL CHANGE
O wiCoas WoRS COUNTY CHANOE
O sogdy ABJLISH

Cook County

E::: AL QAT
LAT HE-FRLL
Rﬂ_ﬂs N 1 REALLOCATION

L TR

20%

15%

15%

18, COMPLETE, ;_"_'unnimr AND ACCURATE STATEMENT OF POSITION E

Under direction, provides exparianced professianal child weifare services involving resldentlal care programs
for children and youth with special needs; conducts on-site assessment; provides oversight and consultation
o Placement stalf regarding servicas delverad to wards in institutions and group homes; provides input info
quarterty clinical staffing; reviews length of stay data and achievement of step-down plans; monitors
comective action plans; kdentifies patierns of performance problems requinng Department intervention;
translates and interprets, both orally and in writing, for Spanish speaking clients; conducts site visits during
evening, weekand, and ovennight hours as assigned.

1.

Provides expenancad professional child welfare services involving residential care programs for
children and youlh with special neads, reviewing and evaluating programs to engure they ara able to
meat the Individual needs of children; performs an assessment of the cliant with the caseworkar o
ensure thal treatment needed |5 avaltable al the prospectve residential care program; reviews and
evaluates servica plans, directing modifications as needed, monilors residential trealment lo engure
p Is being made toward treatment goals; provides expert consultation and oversight 1o
Placemant staff regarding senices delivarad to wards in institutions and group homes; reviews and
approves referrals to determine the appropristeness of admissions.

Maniiods and aseesses residential cane programs fo ensure complianca with tha DCFS contract and
program plan, as well as complisnce with standards regarding appropriate clinical capacity,
admission requiremants, end overall parformance; reviews residential program stalistics and
information, incliding costs, length of stay data, discharge patterns, discharge planning, and
achlevemant of step-down plans, drives o residential care facilities o conduc! on-site reviews a5
assigned,

Attends and provides input into ongoing quanarly clinical staffings to provide expedise on residential
care issuas and facilitate decision-making; provides significant spacialized Input into clinical staffings
for problamatic cases to facilitate improvemants In case progress; provides input into supendsory
conferancas and consultation with other disciplines a8 needed.

Reviews managemand reports regarding residential care program performance and monilors
comective action plans, advising on and directing implemantation of appropriate corrective action;
canducts follow-up reviees of 2 ams Lo ensure compliance with plans and aftainmant of

recommaended goals and ;""-'J_" Uy pacicent Reports (UIRs) and makes

—BATE
&-2547




e ——

10% &. ldentifies significant developmants, patterns of periormance problems, o other program Bsues and
gubmite reparts to appropriste Dapartmant staff 1o snsure that DCFS managament and agancy
managers are aware of dekciencies and program Wweaknesses; makes recommendations o faciitate
resalution of problamatic aneas.

10% 8 Translates and interprats, both orally and in wriling, for Spanish spoaking clients regarding services
availabla and the proper completion of formas.

B 7. Preparas and maintalns necassary documentation for evaluating resldential care programs; prepafas
other statistical andior narrative reports as requested,

5% 8, Performe other dutles as required or assigned which are reasonabily within the scope of the dutins
enumaraled above.

Fﬁﬁiﬂ-ﬁmtr#qm resviewing weark, praparing, canduchng and signing
parformancs evalsstona, afécisely recomnmending drd impealng diciplingcy action acd adjusiing grigvanda féd Lhe ncumbinl af this posRic )

WORKING TITLE {IF ANY)

Public Service Admenistrator, 37015-16-13-740-30-01 Residential Monitor Supervisor

T8 CHECK THE APPROPIGATE DOX IF THIS POSITION 1S A
DSUPERVMISOR OR  [J LEAD WORKER
WOTE: Suparviscry of isad worker responsibeites musd be dewcribad in a detalled duty ststsrant{s) with 3 thme parcantagels) alioted,
If & bax was chacked obave, Bsl poattion (Rie, postion urmber, Bnd sumber of subcrdinsle maumbents or aulorzed furded heedeoun!

Poahion TER P okttt Mgl He._ol incummbant o Funded Vacarcis

185, SPECIALIZED RNOWLEDGES, SKILLS, ABILITIES, LIGENSURE OR. CERTIFICATION NECESSARY FOR THE SUCCESSTUL PERFORMANCE |
OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL ORTIONS OF SKILLS AND ABILITIES AND LICENSURE OR
TIOM I OM 8T THE PHRASE "SAME AS SPECIFICATION CAN MO LONGER BE USED.

Requires @ masier's degree In social work, psychology, counseling, or other refated human senics areas, including,
but mot mited to, education or special educabion; requires five years of progressively responsible profassional
experiance, including =t leasi two years of demonsirated experiance in interacting and negotiating, prmariy on an
independent basis, with olher systems of services (mental haalth, developmental disabilties, substance abuse,
specialzed madical, spacial education) 1o ensune thal children wilh special neads gain access fo such sarvices, with
such experienca having besn in directing services for children in clinical seffings for children; or teo years of
suparvisary exparience in providing services to speclal needs children in & siale or privabe human service agency;
requires possession of a valid driver's license, dally access o an aulomobila, and proof of vehicks insurance; requires.
physical, visual, and auditory ability 1o camy oul assigned dulies; requires abllity to speak and wrile Spanish al &
cofloguial skill leval
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1R%

100

Position £

FOETION DESCRIFTICN

e

: OF POSTTION E5
Serves as Defermed Asslgrl'r'ﬂﬂt Penmmanency S-FECleﬁl
Frovides experienced professional casework services o chitddren and families
Determines the need and coordinates the placement of children in substibute cane
facilities
Frovides recommendations and testifies in cowrt as to client history and future plans of
chent behawior
Provides assistance in the preparation of withesses for tesiifying and prepanes studies
ordered by the cowt
Farticipates in the administrative case review process
Informs clents of their appeal rights and procedures and assists cients in the intiation
of appeal rigits
Establishes goals for children and parents
P repares reports on progress or lack of progress toward goal
Coondinates the development of a comprehensive, family-centered, culturally relevant
assessment of children and farilies
Maintains ongoing assessment of needs and strengths
Evaluates the progress of the family toward atiainment of minimum parenting standands,
as well as the effectiveness and appropriateness of utllized services toward the goals of
farmily preservation, family reunification, or another appropriate permanency outcome for
the child
Provides feedback to the family reganding progress
On a rofating basis, assigned o 24 hour "on call” duty in addition to nomal

Works with intact families and children in home andfor substitute care
Develops senvice plans to address needs of families within agency timeframes
Evaluates service delivery and reviews senvice plans and permanency goals, making
changes to meet the needs of the child and family

continued diagnosis of problerms auﬂdemhmwtdmmm ptans

Counsels on available concrete and supportive services and available therapeutic
services and provides same

Irmplements service plans with families

Provides services direclly andior makes refemals for senvices

P rovides support, guidance, and coordination 1o foster parenis and service providers
Monitors o ensure appropriate visits occur between parents and children in placemanis
and siblings not placed tngether

Drives o field locations to conduct on-site interviews ;
Transports clients when taking protective custody, when placing them in substitte care,
and when changing placement location

Transports clients to appointments (i.e., court hearings, medical appointments,
couﬁelhg sessions, police station, etc.) and o necessitate the delivery of client
Senioes

....................

SBnices

Page 2 0f 4



[LLINCIS DEPARTMENT OF CME104
CFNTRAL MANACGFMENT SERVICES POSTION DESCRIPTION

L Cmﬂelesvarh.s a}aitjfhn'l'ﬁ h'ncl-l.l:irl:case notes, m'mert. !Ih;ll:ﬂll:,r isitation,
; : and court eports; prepares statistical and namative reports
% | 7. Participates in case staffings o facilitate case ransfer and participates in mult-
- disciplinary diagnostic and technical staff conferences o assess needed sernvices
| = Prowides input into supenvisory conferences and consultation with other dsciplines for
= casework planning
« Dbtains information of community and agency resources seeking specialired senvices
for clients
« Develops and maintains working relationships with community and other state agencies,
..., Pproviding interpretation of agency responsibilities 5
% 8 Paﬂmﬂwﬁﬁsasmﬁmmmwﬁﬂmmmwmwxmm

' hmgﬁmmmiu mmuuﬂ'

.'ﬂmﬁﬂt%ﬁﬂmmmm”m esndmovor

Elﬁmrul-mr ] Lead Worker

NOTE: Supervisory or lead worker resporsibilites st be described in a detailed duty staterment(s) with a tire
percertace(s) allotted. If a box wes dhecked above, [kt position titke, position number, and number of subordinate
incurmbents or authorized funded headcount.

TR .-‘E- e o] b f.. = e .:.- T :......_ :: ...._.hﬂ. ore _- ._...':....:._..;.._l. S SRR L S FRLLEE:

| R T T T B G A B R R T B R R TR o
Mmﬁwmmmﬂmﬁmmmm

Minimum Qualificetions

L Preferably requires & masters degree in social work: OR a masters degree In a related human senice field,
supplermented by one year of directly related professional caseworkcase managenmint expenence; DR mquings 4
bachelor's degree in social work and one year of directly related professional caseworkj/case management
experence; OR requires a bachelor's degree ina related human senice field and two years of directly related
profess ional casework/icase managenment expenence

2. Requires the ablity i speak and write Spanish at a collocguial skill kevel

The college or university Bsuing & bachisor's or masters degree must be accredited, and the degres program in
soCial work must be approved by the Council on Social Work Education. The directly related professional
casework/case management experienc e must be related 1o family presenvation, family reunification, adopbion,
youth development, counseling, and advocacy sensces of a related field

Position # Fage 3of4



ILLINOIS DEPARTMENT OF CM5-104
c MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

=L = o LR L T S T R et e LT

Jﬂ.mﬂm

H‘upku:avalld:iﬁr':unum dﬂymhanmm MM#MMW

Requires ability io pass a background check,

Reguires physical, visual, and auditory ability 1o carry oul assgned duties.

Ciwertirne = a condiion of employmant, and you may be raquasied lo of mequiredimandated bo work ovenima,
ireiding schedubed, unachaduled, o last-minute overlime. This requiras the ability to work evenings and
waekands, This also requines the ability to work in a 24 hour “on call’ capachy.

5. The conditions of employment listed here arg incorporated and related to any of the job dules &3 isted in the

WD OSSOPUON. s r SRR LTI

mmw-&mm mn&mmnmmumﬁmﬂwm
.-ﬁmnﬁﬂ-ﬁ:ﬁm st
The Illinots Department of Children and Family Sarvices i seaking an organized, prﬂuﬂnml and ruurtlnﬂmhd
individual to serve as Deferred Assignmaent Parmanency Specialst  Under genaral supervision, this position will provids
professional chitd welfare casework senvices to children and famiies, determining the need and coordinating the placement
af children in subslitule cane tacilities, Additionally, the position will conduct interviews with clents and professionads o
obtain information for the continued diagnosis of problams and developrment of ireaiment plans, wlilizing Spanish speaking
skills in the performance of duties. This posilion provides & greatl epponunity for someone who Is passionate about childran
and intevesiad in playing a role 0 ensuring the safety and stabity of children and youth. DCFS offérs a compelitive
cormpensation plan, excellent benefils, and a pension program., The ideal candidate for this position will heve excallent
organizational skills and strong communication skills, We invite you 10 join our innovalive leam o help make a positive
dmhhmﬂmﬂﬁuﬁmmﬂm:ltHMm

'nﬁFsuwymmnmnmﬁummdmmﬁ mwuhmmmnwmmmm
supporting families. n every efior, from receiving hotline calls to reaching family reun ification or foster care and adoplion,

Eo

children and hnlhffl!}fﬁﬂ! ! - r—
mmy‘uﬁmﬁm § muzuun mmm mmmﬁﬁ = .3__=_ * mﬂ
R Dassahon, by Dobra Short v /st | Mere . = 09-18-23
E By Dowg Mathis

Position # Pige 4 of 4



[LLINCES DEPARTMENT OF
CENTRAL MANAGFMENT SERVICES

- 1wm

E'EI'IH]F:E'I'IEH

E . e een ST

Doy GareticnsingRepll
3 AGENCY

| MBI RO S PCEITION
Children & Farvily Senices
WSECNON

|

1076

2.

 DyGarelicersingfep | 79 S 11472-1613-410-11-99
oo T G s

Ucersing | o | 6! 2| &

A B A gy = e = g

Omamesaasy | 101623
[ MATE? EXEMIPT (D0 CHANGE
- ] MO POSITION NUMBER CHANCE
.. : FUTAN ] MODD7 ACOYIOMAL IDENTICAL CHANGE
P T MR T e WORK COUNTY CHANGE
T MR ABCRISH
(] M40 COWWNASIARD FEALLOCATION
- ] mCI50 LATERAL REALLOCATION

(M5 104

| -

Lum*r e __?t;mm A BFETVEDNE

R = TEE S R P i s et Tl Bt Ll L R S T T

1. Sarves as Day Care Lh:ansnu Hepresentative

¢« Conducts initial kcensing studies and re-kcensing reviews of day care centers
and homes, according 1o prescribed slandards, to determine eligibility for
licensing or re-licensing
Conducts prefiminary reviews of the files of day care cenlers and homes
Conducts on-sita ingpection, reviewing and checking programs, facility records,
staffing plans. equipment, and physical ptant

» Conducts inspection confarances with facility officars

= Dvives lo vanous locations lo conducton-sile reviews

Intiates re-licensing activity (requesting necessary inspections, providing

reapplication forms, elc.) prior 1o the axpiralion date of day care center and home

licensas

» Provides on-site and other consultation as deemed necessary

» Makes appropriate licensing recommendations following completion of review
Provides ongoing monitoring of assigned day care centers and homes, visiting each I

at least once per year and making additional visits as neaded

= Monitors facility operations to ensure compliance with DCFS licansing standards |

Inml]mm alleged violations of the ingis Child Care Act arnd Department
standards and regulations as appliad to lcensed, unkcensed, and license-gxempl
facilities

« Prepares, summarizes, and presents kcensing reports and investigative studies

Page 1of 3




[LIINCIS DEPARTMENT OF ' VG104
CENTRAL MANACEMENT SERVICES POSTICN DESCRIFTICN

HOFTME 16, LIRAENT AND ACTLIRATE STATEMENT OF POSTION ESSENTIAL FUNCTIONS
« Develops documentation hor mmtmnl action and makes recommendations
for licensing ackion
» Mainlains appropriate statistical reconds
. Translates and interpreds. bath orally and in writing, for Spanish speaking chents

E.

6. Coordinates senvices with other local, state, or federal standard-sefting agencies
concarned with inspacting, kcensing, funding, and moniloring day care centers, day
care homes, or group day care homeas

7. Obtains fire and health clearances for day care facilibes from the Department of
Public Health and state and local fire inspectors

) 8. Maintains client records (o include filing documents as neaded) in accordance with
federal and stale siatutes and guidelines, Depariment rule, procedure, and
accreditabion slandards, monitaring o ensure that all documentation from ofhar
Department sources has been included

5% 8. Provides input into unit meetings
+ Altends orentation meelings regarding licensing reguiremenis, proceduras,
W policies, aic.
| b 10. F'irrl'umts other duties as required or assigned which are reasanably within the

| L ulﬂm dutlasenumsralad abuva

R — ““;
 Publc SenviceAdinstator 3?“1515*1341?1”4}1 e LY ORI ARG

CRCEKTHEARORAERRIFSISIONSA T T

' | O Superdisor ] Lisad Whorier i

" NOTE: Supenvisory or lead worker resporsibilities must be described in a detaled duty statermentis) with a time

| percentage(s) allotted, If a box was checked above, list position tithe, position nurrber, and nurmber of subordinate

| incurmbents or authon 2ed funded headoount.

1. Requires a bachekrs dagea from an sccrediled college of univarsity with speci alization in early childhood
education or child develapment

2 Reguires a minirmum of 18 howrs of cowrsework i chitd development or early chidhood education
3. Reguires two years of professional gupernence in eany childhood, day cane cened, Kindengarten, or & day care

licensing program
4. Requires ability in speak and write Spanish at a colloquial skill level

Positzon # Page 2 of 3



ILLINGIS DEPARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

¥ FOR THE SUCCESSFUL PERFORMANCE OF
 THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS ANE: ABILITIES AND LICENSURE 08
 CERTHACATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION" CAN O LONGER BE LISED,

Preferred Qualifications (In Grder of 5ignificancel

NJjA

_ HWEWM

3. HEmlrEE ahity' b pass a background check,

2. Requires possession of a valld driver's license, dally access to an aulomobile, and proof of vehicle insurance.

3. The condiions of employment listed here are incorporated and related to any of the job dulies as listed in the
job description.

21, POSITION P m‘iﬂﬁﬂmm Infizrmathon in this statemant Is Hﬂ[kﬂﬂﬂiﬂmbﬂ mmuww
The Illincis Departrent of Ehiﬂmn and F arnhrﬁ ervices Is He-!:lng & urganlzed professional, and energetic individual o
serve a5 Day Care Licensing R epresentative. Under supervision, this position will conduct llcensing studles and re-
licensing reviews of day care centers and homes to determine efigibllity for licensing or re-licensing. The position will
conduct on-site Inspection and will inidate re-licensing activity, while providing ongoing mondtorng of asslgned day care
centers and hames. The position will ulilize 5 panksh speaking skils in the performance of dubles. This posiion provides a
great opporunky for someone who is passionate about children and interested In playing a rols in ensuring the safety of
day care centers and homes, DCFS offers a competitive compensation plan, excellent benefits, and 8 pension program.
The ideal candidate for this position will have excellent organizational skills and strong communication skills, We invite you
to join our innovative tesm o help make a pﬂsll.hre difference in the lives of the children and 'l'ammes of llinais.

| 23 ABOUT THE AGENCH/BUREAU/PROGRAM

DCFS Is deeply committed to e welfare and protection of children. Our gnalls to DIDHHMI:IFEI'I by slmngthenlng and

supporting farmilies, In every effort, from recelving hotline calls b reaching family reunificalion or foster care and adoplon,
children and families are uurfur.:us

DIRECTOROFCMS SIGNATURE | IMMEDIATE SUPERVSORSIGNATURE  AGENCYHEADSIGNATURE DATE
Aren E?H”m?& f Maye D, Swalfi

] 10-24-23%
by Chrsctins SeChans iz By Doug Matiuis

Pazition 8 LTI af 3



:m lials Dapanment of POSITION DESCRIPTION
CENTRAL MAMAGEMENT SERVICES

0%

10%

Subject to managemen approval, functiong as the adm
rasearches information, compiles date, and prepares faciual and statistical reparts for the Deputy Director,
prepares malerial ior mestings; keyboandt a varety of complax and confidential malerial; provides ovirsight
and coordinalion of contracts for the division; fracks parsonal services, commadilies, and conbraciual
mmmmmﬂmmmﬂmxwmlw,mmﬂnm,h
Spanish speaking chents: receives and screans callers and visitors in the Deputy Director's office; sarves as
§alson wilh the Division of Budge! and Finance to answer questions and ensure thal issues invalving the
division's budget ara resolved.

1-

1 PLaBITHIH TITLE WIHORING TITLE [IF ANT) s | Femmie [ 7 POBITOMHOGEER |
| mihog Peaian

BT

Executive Secretary I i 552 | 14033-16-08-000-01-29

3 AGENEY 1 BUREAL DIVEIoN VERNTWW TR T aman | oo
L et

T
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rofive sochivteny for ths by Director;

Sarves as adminisirale sacratary for (he Deputy Director; requests reports from ofher appropriate
managament stal to answer inquiries of the Deputy Director; gathers information from cther office or
Departmental sources as indicated by tha Deputy Direclor; researches infofmaton, complas data, and
prapares factual and statisbical raports for the Deputy Director; prepares maleral for meslings; periorms
oxigresive follow-up on all requasts from the Deputy Director. monitoring 1o ensure requests are fimaly,
comprahanaive, and compiato upon recBipl.

Kayboards @ variely of complex, technical, and confidential maerial relating io Daparimental policy
formulaiions and implementation; chacks raferanca works. office fiies and records, and olher Sounces 1o
grsure conassbancy and acouracy of malsnals; composes and kéyboards routine reples 1o
correspondance and signs outgong latiers for the Depuly Direstor as authorized.

Provides oversight and codrdination of coniracts for the: division; iracks personal sendos, commoddies,
and eontractusl funcicns., including payments for contrectual servicas; submiis Procutemant Businass
Cases (PBC's) for approval of confracts and submits decision memo for changes in contracts; adds
contrachual case manager iI's 10 allow enablement of SACWIS access: sarves in a Eaison capacity with
confrachual providers to answer quastions and snsure Issues ane resolved.

Translales and inbemprats, both oraily and in writing, for Spanish speaking clents regarding Servicos
avaiable and the propar comphifion of forma.

Receies and screans callérs and visiors in the Deputy Direcior's office; develops sirong Departmental
public relations by reaponding io requests fram community afficials and ciizens throughout the reglon In
; nmm-ﬁmum Capariment ar non-

Par




(16 _[CONTIMUED) [{:mnu__r
% OF

5% 8 Sarves as lisison with the Division of Budge and Finance o answer quastions and ansure thet [asues
inviolving the division's budgel ane rasolved; analyres and reviews expenditures; processes vouchars. and
oifice expendiures; submits yearly sxpandiiures an ACESS,

5% 7. Aclivarles and deactwates casewarker id's in the Department's computer system; works to Tacilitate
database deanup relating to cass manager reglon discrepancies, maintaing general and confidential files
of correspondence and other materials for the Deputly Director and staff; prepares materlals for filing:
maintaing cross-fe syslem (0 enswure bmaly reirieval of matedal requested; accesses and pulis ragueested
infarmation from the confidential files in the Deputy Director's office; maintaing directories and manuals by
uptaling or delating information; makes avel arengements for tw Deputy Direclor and staff; prapares
fineraries and ravel vouchers, procasses vouchers after rewvienw for cormections.

5 8. Atends and provides input inko vanous staff meslings 1o remain informed of propesed changes in curren
policy and unit aclivity; provides current information on Depanimantal activities, programa, procedures, and
peolicy in response lo general inquiries from staff in the legistature, olher siate agencles, communiy
offizeals, ang the ganoral pulbilic.

5% 9. Pedorms other dulies as requiced or assigned which are reasonably within the scope of those snumeraisd
above,

17, POETION TITLE ARG NUMBER GF IMMECIATE SUPERVISONR (Fasponatis 1o B3agning And reviwing work, ppanng. ondcing id sonig
perfomancs svsluations; elfeciivaly recommnding and impasing deoaplinary actisn and aduiting grievancas lor the incumssns of s posiion )

WORIING TITLE (IF ANY)

Senlor Public Service Adminisirator 40070-16-08-000-00-01 | Deputy Diractor
1!.EIMMHm!ﬁEﬁmmIEL

COsuPEAvISOR OR [ LEAD WORKER

m:MMHMMFWHMHMMHIMIHMH&-MM“

Hlm-nmuuhuu.ﬁlmﬂih.mm,wmd%lmummﬂmﬂnﬂm

Fagiion Tite Fialiion Hhimber No Gl icumibent o Funged Vecancies |
] EHCAAIL - THIM HECESSARY F
OF THE WiORE OF THIS POSITION. MOTE: BINCE THERE ARE MOW SEVERAL OPTIONS OF SEILLE AMD ABILITIES AND LICERSURE DR
ICATION IDENTIFIED THE PHRABE ~3ANME T BE UBED,

Requires knowsecge, skill and mental development equivalant 1o complelion of o yiars' secrelaral o business colege and
threa years of secretarial axperience: or complation of high school and five years secretarial axperience; requires the ability
1o keyboard sccurately al 55 wpm, requires abiity to speak and wiite Spanish at a colloquind skl laval,

. '- ! -
'l » . i ' B
S i T N T T




ILLINGES DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

HUMAN RESOURCES REPRESENTATIVE POSITION CODE: 198092

Effective: 11/16/96

DISTINGLISHING FEATURES OF WORK:

Under direction, engages In professional human resources assignmenis of limited scope; dutles
are creative, avalualive, interprative and anaytical, requiring consistent applicalion of professional
judgment and knowledge. Positions included in this cass regularly assist and act as confidential
assisian

istants to labor relations managers or, through their participation in human resource programs,

have authorizad Bocass to information concarning labor relations policy reviews and
implemeniaiion,

ILLUSTRATIVE EXAMPLES OF WORK:

In an institution or comparable oflice, serves as the unilary human resources generalis!
providing &l human resources sarvices; works with institution officials and agency
managament in the provision of advice and counsel for actions required under the rules,
classilication plan, pay plan, collective bargaining contracts, insuranca program, information
syslams program and other personnel administrational programs and activities.

Obtains infarmation as to the functioning of a work srea including impingng and governing
siatutes, rules, policies, and melhods; applies accepled criteria to analysia and procassing of
information thal results in such decisions as the classifying of a position, employse/iabor
relations dispute resolution, candidate selaction and examining, or monitaring of iransactions
for comporting with rules and conlracts; verifies information to be usad in human resources
administration activities, contacts supphers of information by lelephone, written communigué,
or on-site visil for obsarvationfinterview; evaluales, interprets, and analyzes information
obtained; makes corrections, accepis or rejects information in accordance with findings;
exercises agency head's designated signature authority to document dedisions.

Resaarches, analyzes and prepares examination insiruments; inlerprats and avalualas
candidales' (raining, educalion and exparience; asaigns numerical scoras and latler grades;
obtains, verifies and corracts information (o ba utilized in axamination administration
aclivities; administers parformance, writlen and compulerized axaminations; provides
assistance to higher [avel human resources staff, participaies in job fairs or other employment
outreach activilies and axplaing applicable rules, policies, or methods to candidates for
amployment.

Prepares for and conducts structured interviews (o salect candidates for generalized or
specialized esiablished positions within the amploying agancy, board. or commission; galhemn
job information; designs inlerview queslions, calegones, and weights; evaluates candidate

responses; assures compliance with governing provisions and conlracts, prepares related
raporis and records.

Provides professional assisiancs to higher laval human resources stadl; carries out a highly
technical raview of requests for service wilhin Lhe specialty area; conducls survays, preparas
reports; counsels amployess, supervisors, applicants and othars.



HUMAN RESOURCES REPRESENTATIVE (Continued)

6. Provides counsel and guidanca in employee and labor relations matters, assists in
represeniting an assigned agency or Tacility in labor negotiations, participates in investigations
desling with unfair labor practices or bargaining unit elaction processos for unil carification or
by challenge; hears advanced slap grievances; recommends new or modified policie s and
practices to improve employes retations and benefit agancy oparalions.

7. Reviews, evaluaies, negotiates and ansures the timely processing of workers' compansation
claims and less datailed ime-loss claims agansi tha State of llinois; snsures claims are in
compliance with applicable laws and regulations; exercises suthority to decide claims of a
designated dollar amaunt; may review and evaluale genaral Eability claims when work loads
darrand.

8. As aworking supervisor or lead worker, provides guidance and direction to thres or fewer
subprofessional support staff, prepares, conductsand signs performance evaluations of
subordinate siafi, effectivaly recommends and imposes disciplinary action and adjusts
subordinate siafl grievances.

9. Performs other duties as required or assigned which are reasonably within the scopa of the
duties enumerated abave.

DESIRABLE REQUIREMENTS:

Requires knowledge, skill and mental developmant aquivalant to complation nff:]:;rm of
college and one year of professional exparience, praferably in human resources, or salis{aciory

completion of an approved training program.

Requires working knowledge of Ilinols stale governmeant.

Requires W'HE knowledge of the Parsormel Cade, Rules, Position Classification Plan, Pay
Plan, Cokeclive Bargaining Contracts, departmantal policies and procadures.

Requires ability to reat with a high volume of information; sors information into like
calegories, and verlly by a systemalic method the reliability of held information.

Reguires ability lo read, assimilate information and data, and recall, with a reasonable degree
of proficiancy, facts and figures.

Reguires ability o arficulate human resources adminisiration information in descriptiva lerms
to others nolt versed in the personnel system,

Requires abllity lo preseni facts clearly bath oraly and in writing.

Requires ability to use standard formula in production of measures reflecling characteristics of
data.

Requires abiity to concaptualize and hence to demanstrate relationships batwean things,
persons, or ldesas,

Requires ability to use computar syslems, software, lemplates or other guides.

May raquire ability to plan and supervise he work of subprofessional stafl.

In addition 1o having & written and spoken knowiedge of the Englshlanguage, candidates
may ba required io speak and write a foraign language at a colloguial skill level in carrying out
posilion duties in conjunction with non-English speaking individuals, and/or be able fo
communicate effectively in sign language.
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0% 3. Provides Individus! conruliaten i cancidates sseking job apporiunias wilh DCFS: axplaing he
grading ard applicabion process, ms wal & the process of Aling vecancies, discusses job

10% 4. Conlers with Personns! Managars. regerding posabls quaiified candidstes, providing sducstion snd
background infoermation; maintsing en svarenees of approves and mnvln:\'ﬁl--um
possible candidates ko vacencies from the datshaas; provides sdvice snd mskes recom mendetions 1o
manegemani reganding human ool iMminlrathve activities Bnked 1o recratimen]; warks with
Porsonnal Mersgsrs snd Transactions stef regarding sligible candcdstes.

10 &, Tranaldies and inerprats, both orefly and in witing, for Spanish spaaking clients regerding sarvices
avaliadin mnd the proper com plation of fanma. "

10% 8. Prépanes reporis and oorrmpondence rlatsd to interviewing and recrultment scthities and issues;
rilntatng snd rmonibors B recrulimentie poymant makbes sng puikdiancs and informalion

related to the DCFS hifng process, smployment onporiunities sl iC.; prepares. snd retalng
NGBy cooumEnlaion Cendbaning the salection and amploymen prooess.

5% 7. Parforms other dulles s required o Basigned which ars reasonably wilhin fhe s0ope of the dubles
snurreeied Bbove,

m sarigring and muipsing
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

HUMAN RIGHTS INVESTIGATOR 1l
POSITION CODE: 19776
Effective: 8-1-15

DISTINGUISHING FEATURES OF WORK:

Undar general direction, performs duties as a working supervisor of a unit for intake
aclivities; or parforms dubles of an advanced specialist in investigations, developing or
revising technigues and methods of investigations, may perform coordinative funclions
with local governmental jurisdictions on equivalent compliance ordinancas; iravels as
neaded to accomplish the operational goals and objectives of the agancy.

ILLUSTRATIVE EXAMPLES OF WORK:

1. As a working supervisor of unit intake acfivilles, gives direction and guidance to
intake workers; responsible for job assignments, training of naw employess, and
parformance evaluation of subordinate personnel; maintains a case load of intake
complaints and assisls with investigations as lime parmits.

2. Assists lower level investigators with difficull investigations or the resolution of
unusual problams; assists in training new employeas. BO1S k8 Supervisor in
suparvisor's absenca; carres a case load of modarately difficult to difficull charges
lo be investigated, parforming the usual duties of an Invesligator.

3. As an advanced specialisl, invesligales cases of advancad complexity and for
sansitivity; carmies a case kad of employment, housing, credit and public
accommodalions discriminalion or sexual harassment in education charges of
varying difficulty; maintains a caseload of a mixlure of charges; parforms
investigations of casas according to accapled methods and develops or revises
tachniques and mathods of investigalions for problems not previously
encountered: acls a5 a lsader or irainer of coworkers in developing proficlancy in
new or revised lachnigues or mathods; may act as llalson lo local governmental
|urisdictions with human rights discrimination ordinances (o lacilitale and
coordinale dual enforcamant.

4. Collects information by inlerviewing and assessing recorded malerial. generales
or directs the generation of requisite reports; conducts on-site visits and holds
informal hearings or conferences.

5 Parforms analysis of cases and makes recommended decisions based upon the
disposition of cases; prepares reporis on cases for adminisiralive raview.



HUMAN RIGHTS INVESTIGATOR Il (continued)

§. MNagotistes satilamenis during the process of investigation, if both parties in a
dispute agres lo concillation.

7. Serves s a résourca to explain and intarpret the Human Rights Act rules,
regulations and investigative procadures lo other governmental, schoal,

community or agencies a8 naadad.

8. Participates in continuing training and education epportunities lo devalop
professional skills and knowledge of the philosophy, procedures, rules and
regulations of tha agency.

9.  Performs other dulles as required or assigned which are reasonably within the
scope of the dulies enumerated above.

DESIRABLE REQUIREMENTS:

Requires knowledge, kil and mental development equivalent to the completion of
four years of college, preferably with coursework in business, public, or personnal
administrafion, or social sciencas.

Requires one year of professional experience as a Human Rights Investigator |1.

Raquiras thorough knowledge of human rights issues.

Requires thorough knowledge of the methods and techniques of performing
investigations and caseload management.

Requires sbility to communicate effectively both orally and in writing.

Requires abllity to direct the activities of coworkers.

Requires abilly to perform difficuit analysis of information and make
recommended decisions,

Requiras ability to interprel and apply the Human Rights Act in discrimination
Cases,
Requires ability o use a personal compuler and eleclronic word procassing
softwars to record and organize data,

Requires ability to mainlain accurate, complale and correcl records as required by
law.

Requires ability lo develop and maintain cooperalive relationships with
managemant, siaff, respondents, governmen! reprasaniatives and the genaral public,

Requires physical, visual and sudilory abililies necessary to carry out assigned
dulins.

Requires possession of a valid appropriate ddver's license and the ability to traval.

In addition to English verbal and written skills, candidates may be required lo
tranalate, speak and write a language other than English at & colloquial skill level 1o
parform the duties of the position. Soma positions may require candidates o possess
specific elfectve communication skills such as, bul nol limited to, Bralle, sign
language or anothar formof manual communication.
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I . Performs complex, speciakzed dercal sandcas for Cook County professional Adoptions

20%

2

#laff

» Praperas a variely of complex matedals, nchuding, but nol mited 1o, highly lechnical
reponts, siabskical datalspreadshoels, logs, Dapanment farme, and comaspondance

» Dasigns new formals or mvisas formats

» Composes end keyboards varied comespondence and responds to nguines
requiring knowledge of agency rules and procedures, such 5 billing procadunes,
paymant requiremanis, and confidentiality and case access nulas

Checks for acouracy of keyboarding, speliing,

grammar, and punciuation

L ]

» Exercisas independant judgment and a command of isgel, medical, and social
tarminclogy o review documents such as soclal histories, counl reports, legal
documanis, and comaspondancs io prool agpropriate use of terms and accuracy of

information

+« As back-up, responds o and enters conlact nodes in the toll-free phone bank system

Cantifies documenis as a nodary public

'Nmmhmniuﬂmcﬂlwmmﬂm'

» Screans visitoralcallers 1o defarming nifure of regues!
+ Imtandgwe caller to gather needed information to assess siluation
+ Ralors caller io appropriate source such aa intake worker, another public agandy, of

a community Interest group
* _Interprels agency servces and procaduras to

Position &

tha public

Pape Laf 3



ILLINCHS DEFARTMENT OF LM5-104
EM 5 CENTRAL MANAGEMENT SERVICES FOSITION DESCRIFTION

e PR r R = -

:H_Ig.f ‘I'I-l-l! , 188 MLETE muﬂ_ﬁmﬂl ETi.'I'EhIIﬂ'L'IF FJI'I'I'IIMI iﬁEHﬁlL FLINCTHONS

= )

20% a

10% 4,

% &

+ Incumbent of this position.)

[ i

. Berves as limekeapsr

s Pulic Service Administratar 37015-16-80-200-10-01
Lgmmﬁmmrgmnmummﬂ BA

# Schedules and canceds appoinbmants for slafl |
# Racehas incoming mail and disbrbutas o appropriate stall, which reguires
accassing Hoklar files (manual or sulomated) to delerming appropriate distribution
+ Prepares ouigoing cormespondance for malling
Establishes and maintains subsidy related flesidocuments and mainlains tickler files
{mm.ﬂm‘uﬂ of manusl} 1o monilor case status, indicating meframes
Maintaing Hineraros of assigned staff
+ Enters information in laminal from MARSICYCIS systems, including activity travel,
Unusual incidend Reports, and AFCARS
* Relrieves, adds, changes, and deletes nformalion, as approgriate
Dperalas a copy maching 1o make sopiss =
Knbwdl- traval vouchers from handwritien malarials
+ Calculales and reviews wouchars 1o enswene accuracy and refurns o workers for
review and signature
= Maintains flle copy of unlt vouchers and forwards for paymenl processing
Compledes infarmalion necessary to prepare trevel voluchers for assigned stafl
= Compules mBeags and allcwable per diem expenses
Parforms Umakeaping funclions as requesiad
Tﬂnmh: and inlerprets, bath oraly and in writing, for Spanish speaking chents
regarding senvices available and the proper completion of forms,
. Provides dercal office suppor as a secrelary to the leam supenvisors and professional
staff
+  Makes fravel and meating amangameants for team mambers
» Folliows oral and writlen insbkruclion, gaining experence and knowladge in applying
evolving aulomated office equipment and lechnology 1o complete tasks

e —

» Records benafil lime use

» Complaies monshly timekesping repors

s Adjusis imekesping records with ceniral offics

*  Responds o inquines refaling o imekesping issues |
s Soerves as faison with Payrall Unit with regand b0 Gmekoesping issuas

. Orienis professional and other clarical stafl regarding Deparimentai rules and office I

procadures
s Aflends and provides inpul fndo team mestings ) i
» Malntaing Invendory and ordars supplias and forms |

. Parforms other dulles as required or assigned which are reasonably within the scope of

tha dubes enumeraied above

17. POSITION TITLE AND MUMBER iMMEDIATE S*PERVESDR {Responsitde for assigning and revigwing work, proparing, comduscting and
;Jgnlu;pgrrumame et AR oot el resormnnding and impating Secipiaeey aotien and adhrsting gricveaosr for ke

e e .. WORKIG TITLE (W ANY) %
S-tm'u'lllll'm-l.ldupimn_hﬂl-l:ﬂ
Mln

r-qa., P T R RS L IR P TTIESS N S

B e ek . N T = ——

[JSupersiser [ Lead Worker |

Pasition 4

Fage i al 3



ILLINGIS DEPARTMENT OF i CMS-104
CMS CENTRAL MANAGEMENT SERVICES FOSITION DESCRIPTION

3 A Wi i
| MOTE: Supendsory or lead worker responsibifities must be hwhﬂmldﬂﬁlﬂm mﬂmu[t}wim & time .
percantageis) alotted, If a box was checked abowe, list position tithe, pasition number, and number of subordinate l

Iincumbents or authorired funded headoount.

—_— o i P T 5 rrer .._.,_-. = HERPGT T i - gL e
Pﬂﬂhm o ow * Puhnlitmhr ; l:anu*nH 'H'-Iﬂlfld.
[ 35, SPECIALIED KHOWLEDIGES, | GERTIFICATION L PERFORMANCE OF

THE WORK OF THIS POSITION. nmﬁmmmﬂmmmmmmmmmﬁnmlm iy

| CERTIEICATION IDENTIFIED O STANDARDS, THE PHAASE “SAME AS SPECIFICATION" CAN O LONGER 8E USED. }
| Miniemurm Qualifieaticns '

il
Requires knowiedge, skil, and mantal developrent agevalent o completion of high school

Roquires 2 yaars of office scpernience

Requires abillty to keyboard accuraiely a1 45 wpm

Requires working knowledpe of legal, social, and medseal terminclogy

' Rk

!ﬂ:ll!--li 60-200-11-25
DL LT

mmuswmmﬂmm 3 i
1. ﬁwﬂrmw-lmumundm
2. Requires abily 1o spesk and write Spanish at a cofloqulal skill level
= ml“m‘“ﬂmmﬁ

L ‘_l. »

i ol

[u POSITION mmmnmmm .r[m-meur TaiGrivation n thi statement is NQT intended to be all-encam Iﬂﬂlhmmpmﬂhlﬁlﬂ
i
Th-mmhmmmﬂmnMthmnmmwmmnmwmmﬂm
sanig a5 Adoptions Chirical Associata. Undor dinection, this pesllion will perform complex, spacialized clercal services for
Cook County professional Adoptons stalf, Including anawering phones, gresting visltors, and meintaining fes, This
peasition providas A graal eppontunity for somaessne who s delail ohended and Interested In playing 8 supporting robe [n the
Depariment’s adoptions cperations. DCFS offers & compattive compansation pan, axcallant benelils, and a peansion
program. The ideal candidais for this position will have excellant organizational skdils and sirong communication skiila. We
invite: you to Join our infovative beam b halp make a positve differance in tha Uves of the children and familes of Hlinok.

L g T W T =y --"d-r W ——— - -E='r'r-'- . pac——— —— T T
22, ABOUTT THE ASENCY/BUREAL/PROGRAM i

Is doeply commited 1o the wellore and p mmﬂmu-m wnmuhmmmumwu-w-mmm
supporiing famdlles. In every affor, from receiving hotline calls 1o reaching famlly reunification or foster care and adoption,
mﬁmmfwnlunmmfmn

OIRECTOR OF CMS SIGNATURE® 'Hnmmwu?mm TURE  AGEN SGNATURE, DATE
T - .
:E _ : ]M&M
o L i s
E"l!'r_

Pasition # 'Pu;eiul‘?



ILLINGIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

OFFICE SPECIALIST POSITION CODE: 30080

Effective: 06/01/2015

DISTINGUISHING FEATURES OF WORK:

Under general direction, performs comphex, specialized paraprof essional or lechnical
functions requiring substantial originality, responsiblity and technical knowledge and
understanding of the agency program and/or applications; presents complex ideasin a clear
and concise manner, explaing rules, regulations and procedures and makes decisions
concaming unusual or unique siluations or problems based on general guidelines or
pravious decisions where interprelation and judgment is inherent in work perfarmed; may

serve as a designaied lead worker of office suppon staff involved in complex, spacializad

clarical and paraprofessionaltachnical work or a large group of office support staff involved
in difficult and responsible clerical work.

ILLUSTRATIVE EXAMPLES OF WORK:

As a paraprofessional, assists In a regulating, monitoring and conlrolling program of
clent service program provided by the agency, performs a variety of paraprofessional
duties in the flow and processing of information and/or documants wrhnﬂu
program area; acls a8 3 kaison betwean vendors, direct service providers, clients or the
ganeral public in resolving discrepancias, responding to inquirkes and sxplaning
procedures, rules and/or services of the program; gathers informalion end prepares
documents or raports on program aclivity, complianca, etc.; receives and evaiuates
documants, kicensaes, parmits or contractual agreements to delermine acceplabilily or
eonformance lo aligibiity requiremants according to rules and regulations, statutes,
progeam policy and procedures; may certify documants signed by others with public
notary sesl; preparas latters, audits, slc., to obtain additional Information or initiate
noncompliance activities; develops evaluating and monitoring procedures for program
area.

Functions as a computer system coordinator; meniors syslem aclivity, resches
lechnical word processing program issues or problems; parforms the full ranga of
sysiam coordinator activities, &.g.. sysiem back-up procadumes, spaca allocation,
craating and maintaining |ibrarkes and glossaries, formalting disks, maintains system
securily measures including operator idenification numbers and passwords; assures
proflles are current; performs minor repairs or contacts vendors: traing naw personnal
and provides guidance in computer sysiem operation and program application; updates
system users in new system and office procedunes; davelops training manuals.

Serves as a designated lead worker of lower leval supporl siafl engagad in complax,
specialized clerical and paraprofessionaiechnical work, exercises limited supervisory
responsibility; provides Iraining, develops iraining manuals and provides on -going
consuliation and guidance on office practices and procedunes; keaps support stafl up 40-
date on palicy and procedure changes; screens incoming work and seis priorities in order lo
mainkzin a smoath flow of work assignments; monilors projecs for complelion by due date;
mainiaing and prepares reports on unil work activilies, monitors work parformance and
advises the supervisor concerning parformance of assigned staff,



OFFICE SPECIALIST (Continued)

4, Develops complex, mulli-program (database, spreadshest and word processing) record and
rapon applicalions requiring an axtensive undérsianding of tha application programs or
procedurs command languages; reviews data job in order to design spreadshests,
database andfor word procassing systems/applications lo generate documents and reports,
davelops complex macros and wriles slandard query language commands for spreadshesatl
or datebase manipulstion; tests applications for accuracy and reliabiity; performs back-up
procedures to ansure datais mantained in dalabase; confers wilh and recaives advice from
technical staff in developing highly complex automated procedures and program
applications.

6. Performs other dulies as assigned or raquired which are reasonably within the scope of the
duties anumeratad above.

DESIRABLE REQUIREMENT 5:

Requires knowladge, skill and mental development equivalant lo two years of
secrelarial/business college and one year of office expedence, or completion ol high school and
three years of office experiance, or Ihres years of independent businass expanance.

Qualifying siate emplayaas, in tha amployes Upward Mability Program, may complets
combinations of specilic proficlency tests and training programs leading to a centificate of
proficlency in lieu of the staled requiramerta for this classification.

Requiras axlanalve knowladge of offica praciices and praocedums.

Fequires extensive knowledge of compaosition, gramw spalling and punciuation.

Requires extensive knowiadge of arithmelic computatio

Requires axiansiva knowledge of the loglc of computer lmw-gﬂpmgrm

Requires extensive knowladge of manual and automated office equipment.

Requires working knowladge of agancy programs, rules and regulations.

Requires shility to insiruct, guide and train others.

Ragquires abiity o astablish and devalop wrillen instructions and procadures.

May raquire licensure as & notery public.

May require possession of an appropriate valid driver’s icense.

May require skill In keyboarding accurately,

May require skill in taking and transcribing diclation accurately.

In addition to having & writlen and spokan knowledge of the language, candidales
may be required 1o speak and wrile a foraign lm'lgun;!rdlmhqmll skill levelin carrying oul
position duties in conjunction with non-English speaking individuals.



ILLINOIS DEPARTMENT OF CMS5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

i t—

1. POSITION TITLE WORKING TITLE {IF ANY) P one | 2, POSITION NUMBER
EXISTING POSITION ' I 1 '

| WEW/REVISED POSITION

| Paralegal Assistant Juvenile Court Paralegal 19 55 | 30860-16-03-200-51-99
3. AGENCY 4. BUREAL|/DIVISION St ) i) BAUDT 5 OFACE Ust
EXISTING FOSITION |
HEW/REVISED POSITION i
~ Children & Family Services | Legal Services 4] | 016 | 2 | R |
10. SECTION | 11, UNIT 12, TRANSACTION CODE 13 EFFECTIVE DATE
NITETING: PRRTHON | T man2 1 ESTARLISH 06-16-22
I | [J maD22 EXEMPT CODE CHANGE
M PN BETF LA L | CJ pACo24 POSITION NUMBER CHANGE
Regional Counsel n Cook County | & mcoze CLARIFY
. AUTAN | ] MAC027 ADDITIONAL IDENTICAL CHANGE
1.4- W?RH LOCATION _ 15 BARGAINING/TERM CODE | EXEMPT : o e A st AR Gtk
ERISTING POSTION D BAOOZ1 AROLISH
e _ ] MC149 DOWNWARD REALLOCATION
HEWIREVISED AOATION (] MC150 LATERAL REALLOCATION
Chicago _ RLCDG2 - N [ Mc158 UPWARD REALLOCATION
% OF TIME | 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
0% 1. Serves as Juvenile Court Paralegal

» Conducis legal research and writes/prepares legal memoranda, legal opinlans, or
other documents as assigned by and under the direct supervision of a licensed
attornay, who reviews and approves all products

_ = Assumes no independent responsibility for the legal validity of work perdormed
20% 2. Aftends court hearings as directad

= Prepares case noles, places court orders in legal files, and provides assistance in
advancing the hearing as assigned

= Travels to various locations in the performance of duties

10% 3. Reviews all files on call sheet to ensure that files have been recaived

= Separates courtroom files from hearing officer files

* Creates duplicale files for missing files
Refrieves service plans from the distribution unit

« Reviews files to ensure placemant of service plans in appropriate file

s Checks o ensure that reminder systemn is entarad for their respective calendars at
least four days in advance

« Forwards copies of call sheet to calendar attorneys and appropriate staff at least
one day in advance

Pasition # Page 1of 3



ILLINOIS DEPARTMENT OF CMS-104
CM S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

% OFTIME  16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITIOM ESSENTIAL FUI"I'L—I'PDH!;?

10% 4. Performs spacial projects and preparas statistical or other reporis

10% 5. Receives and processes all subpoenas received by stalf, arranges for production of
records or attendance of worker
=  Consults with licensed attorneys regarding motions to quash

0% | 6. Obtains legal materials upon request of staff attorneys, either frorm law libraries or from
other Depariment offices

10% | 7. Translates and Interprets, both orally and in lﬁiritirig. for Spanish speaking clients
regarding services avallable and the proper completion of forms

5% | 8. Under the direction of staff attorneys, files court documents and serves legal papers

5% | 9. Performs other duties as required or assigned which are reasonably within the scope of

the duties enumerated above

17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, pregaring, conducting and
signing performance evaluatians; effectively recommending and imposing disciplinary action and adjusting grievances for the
imcumbent af this position.}

| WORKING TITLE {IF ANY)
_ Public Service Adrministrator 37015-16-03-200-50-01 Supervisory Regional Counsel
18. CHECK THE APPROPRIATE BOX |F THIS POSITION IS A:

O supervisar [ Lead Worker

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

Position Title _ Pasition Mumber _ HNao. of Incumbents or Funded Vacancies

19, SPECIALIZED KMOWLEDGES, SKILLS, ABILITIES, LICEMSURE OR CERTIFICATION NECESSARY FOR THE SUWCCESSFUL PERFORMANCE OF
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE MO SEVERAL OPTIHONS OF SKILLS AND ABILITIES AMND LICENSLURE CGR
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION™ CAN NO LONGER BE USED,
Minimum Qualifications
1. Requires knowladge, skill and menial developmant aquivalent to completion of four vears of college with
cowrsawork in such areas as lagal, pre-legal, English, statistics or directly related coursework
2. Requires ability to speak and write Spanish at a colloquial skill level

Preferr lificati In Order of Significance
1. 1 year of experience in a law office or legal area of a public or business organization applying working
knowledge of precedent cases, writing style format, and vecabulary appropriate 1o the lagal profession
2. 2 years of exparience in 8 public or business organization wilizing the ability o writa in & clear and concise
oETiner
3. I years of expenence in a public or business organization applying the ability to organize and presani
sialistical data

Position # Page 2 of 3



ILLINOIS DEPARTMENT OF CM3-104
CM S CENTRAL MANAGEMENT SERVICES FOSITION DESCRIPTION

19. SPECAALIZED 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.

20, COMDMTIONS OF EMPLOYMENT

1. Requires the ability 1o pess 8 background check

2. _Requires ablity lo travel . ”
21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-encompassing of to address |
all responsbilities of the position.
The Illinois Deparment of Children and Family Services is seeking an organized, professional, and results orented
indevidual to serve as Juvenile Courl Paralegal. Under direct supervision of a licensed attorney, this posifion will conduct
legal research and write/prepare legal memoranda, legal opinions, or other documents as assigned by and under the direct
supenvision of a licensed aliomey, The posilion will altend court hearings as directed and prepare case noles. The position
will review all files on call sheel 1o ensure thal files have been received and separate couriroom files from hearing officer
files. The position will also perform special projects and receive and process subpoenas. This position will ulilize Spanish
speaking skils in the performance of duties. This position is a greal oppoartunity for anyone who would [#e o use their
paralagal skills to banefit chid walfare services. DCFS offers a competitive compensation plan, excelen! benafits, and a
pension program. The ideal candidate for this position will have excellent legal and organizational skiils and strong
leadership capabilities. We invite all qualified applicants fo apply to join cur innovative team to help make a difference in
the lives of children and famibas.
22, ABOUT THE AGENCY/BUREAL/PROGRAM
DCFS is deeply commitbed to the welfare and profection of chikdren, Our goal is to protect children by streangthaning and
supporting families, In every efford, from receiving hotline calls to reaching family reunificalion or foster care and adaption,
children and families are our focus, The Office of Legal Services works in a supporiive capacity io ensure Deparmental
adhergnce (o all applicable laws, siatules, regulations, and court orders.

DMRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SMGMATURE . DATE

4 | Mart D Snithe | 07-28-22
W‘ Fﬁilg . 8/12/2022 By Dewg Matiuis

Position # Page 3of 3



[LLINCES DEPARTIVENT OF (S 104

CENTRAL MANAGEMVIENT SERVICES POSITICN DESCRIPTICN
L POSITION TTE WORINGTITE(Fawn  AGA. RERNTIE 5 sosionwuMBsR
WO REASED FOATION
IAENY Sor | AN A, | oMo 9 conceue
e em B R = o ot W e
T e
 Chilren & Farmily Services , Protection e S N
ooy EEE | 2. TMIACIONCOXE | 13 BFCIVEDNTE
i i R MATD ] ESTARLIH 10:01-23
: T MARZ EXEMPT (ODE CHANGE
WM REVISED PUSTION ] MR POSITION NUMBER CHANGE
Lt g : | T M7 ADEITIONAL IDENTICAL CHANGE
WORKLOCATION. BARCANNGTERM (Doe. | BTN
bt U o | BEMPT | D) MORBWORK COUNTY CHANCE
EXISTNG POSTICN 1 MR AROLEH
| ] MC145 DOWNWARD FEALLDCATION
MEWFEVEEEL FUION | MCISOLATERAL REALLOCATION
Aurora N [l MOISE UPWARD REALL DCATION
WOF IME *mmmmmmm il
2006 1. Serves as Child Protection Investigations Team Supenisar
« Plans, supervises, reviews, and coordinates the activibies of a team of professional
investinators engaged in conducting child abuse/neglect investigations
= Provides technical direction and guidance on child abuse/neglect investigations
»  Meets weekly with staff to discuss specific reports
« Monitors progress in meeting procedural ireframes
« Establishes and implements a system for ensuning dinical staffing of repods
[ « Explains, monitors, and enforces compliance with the provisions of all applicable
: stale or federal laws and Department rules and procedunes
« Devwelops, implements, and enforces team specific oeperational procedures
+« Makes critical decisions on case related activibies
«  Prowides after hours supenvisory coverage
st = Drives to various locations throughout the state to attend meetings and conferences
200 2. Serves as working supenvisor
«  Assigns and reviews work
« Provides guidance and training o assigned staff
« Counsels staff reganding work performance
¢« Reassigns staff o meet day-to-day operating needs
+ Establishes annual goals and objectives
« Approves/disapproves time off requests
Position # Pap lof4



TLLINCES DEPARTMVENT OF VS 104
CENTRAL MANACEMENT SERVICES FOSITION DESCRIFTION

Fosition #

e PrEparE. and signs perﬁ:nraru:e E'.ra1uahms
3. Esmblishes and implements a team-based program of staff development and training for

subordinate staff

»  Monitors to ensure staff attend Department-sponsored training sessions

s Conducks an annual assessment of the tmining needs of subordinate staff, both on
an Individual and coliective basis

» Evaluates group and individual effectiveness, independently acting to improve both

. DEWSEIE and implerments revised methods and procedures for appropriate case
CONtro

» Provides input to rmanagement in use of volunteers, students, and other resources
availabie to the team

« Amanges and conducts oriegntation and tRining programs for siaff development

. Tear.heﬁ soclal mrlv: |:|r1nr:I;:iE5 work methods, and procedunes

3 Esl;at:ighﬂ and maintains effective linkages with community organizations, including

hos pitals, law enforcement, schools, and social senvice agencies, o enhance child

welfare and protective services through operational parnerships

«  Maintains reqular cormrmunication with Department stakeholders

« Verifies that investigative staff are aware of community providers and how to access
provider services for clients

«  Manages and supenvises the process of referral of cases to specialty areas such as
Normean, child welfare nurse specialists, educational liaison, e,

. Explains and enforces agency policies, procedures, state and area statutes, and

requinements

« HReviews recormmended andlor newly enacted policies and procedures, providing
nput and discussing effects of such action with Administrators

«  Monitors o ersure tEeam s functioning as a Local Quality [nmprovennent ieam and
that a Local Quality Unit binder inchuding minutes, action plans, agendas, eir_ is
maintained

« Monitoes b ensure that the team participates fully in all Reglonal Quality Council
requirements

+  Monitors o ersure siB organization and amangerment of all case files in APS arder
Monimrs o ensure case confidentality

. Serwes as lialson with perrmanency staif o cmr:lmtn and faciltate efficient and

effective case handoff and client senvices

« Coordinates general field service and work efforts among child protection and
placement staff, including joint staff efforts, physical plant issues, space for staff,
personmel issues, tefecommunications, equipment, etc.

. Provides input into quality assurance activities

o Reviews vanous repars on quality assurance and other issues and makes
recommendations to adminisiratve saf

« Provides ongoing operational reports o management upon request

. Perfonms other duties as required or assigned which are reasonably within the scope of

the duties enurmerated above

PapZofd



ILLINCES DFPARTMENT COF (v 104
CENTRAL MANACEMENT SERMVICES POSTIONDESCRIFTICN

i - - — _— -
wm mmmm #ﬂhm for the

,mamuww e g b g Bl Akt s LIS Hi L
_miur F-.hl:: ".-imi:eﬂdﬂrim -tlFfMIEBE :-mmm " mmmmmr

o'y o e el o e 0 e e e e L e Rt e L e b B e WAy

B Supervisor [ Lead Worker

NOTE Supervisony or lead worker responsibilibes st be described In a detalled duty statermert(s) with a tire
percentageds) allotted. If a box was checked above, list position title, position number, and nunrber of subordinate
Incurmibents oF author zed funded headoount,

CPwenTie T Postentrbe [ NeofambeusorfunddVancs
Chi Protection Adv Specalst. 0716116 3101101 e
s e S "

ChildProtection Specialist 0716316023010 4

OidProtecion pecalit | o7i@6@300® | 1
Office Associate | 300151682 3101129 _ 1

1. Requires a master's degree insocial work or a related human services field froma recognized college ar
univers ity

2. Requires three years of progressively responsible administrative child welfare experence with an MSW OR four
years of progressively responsible administrative child welfare experience with a masiers degree ina related
human services field

3. Requires ability to speak and write Spanish at a colloguial skl level

Speclalized Skills:
Of the previously noted years of experience, requires that the experience include at least 2 years in the administration

of child protec toninves bgations.

FTTT—

il ales st Rt BT L =T=urrm TP R E

1. Requires ability D pass a | Eaim;m-.m-:mck
2. Requires ability t ravel in the performance of duties. Requires appropriate, valid driver's license.
3 Tl-gmmﬁﬁerrﬂmtramdMfameimmwdwmmawnfﬂehhmaslswnﬂn {

Job description,

Position # Pacg: Jof 4



ILLINGIS DEPARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

-nmﬂmw nmmumhwmmu Munm“u#wmuwmﬂm :
_all responsibilities of the position.
ﬂmlhuhumitmntmcmanﬁmw%uﬂﬂmmnmﬂnm professional, aﬂdmnahnhdrmtmlm
serve a5 Child Protection investigations Team Bupervisor. Lindar adminisirative direction, this posifion will plan, review,

and coordinate the sctivities of a ieam of prolessional nvestigators engaged in conducting child abusameghect
investigations. The position will make critical decisions on case related activities and provide after hours supervisory
coverage, while also uliizing Spanish speaking skils in he performance of duties. This position provides a great
opportunity for somaone who s passionate about childnen and interested in providing leadership of & team of child
profection professionalks focused on keeping children sale. DCFS offers a competitive compeansation plan, exceliant
benefits, and & pension program. The ideal candidate for this position will have excellent organizational skills and strong

kadership capabilities. We irvite you 1o join our innowvative team fo help maka a positive difference in tha lves of tha
children and families of llinois,

22 ABOUT THE AGENCY/BUREAU/PROGRAM. -
OCFS Hmmﬂlﬁﬂhhmlmpﬂﬂlﬁﬂnﬂﬂfm Dugﬁﬂhmmmmnwwmw

supporting families. In evary effort, fram receiving hotline n:-mmrﬂd-h'grml\rmmﬂhm or foster care and adoplion,
_chikdren 2 arhd famiies are our focus.
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

PUBLIC SERVICE ADMINISTRATOR
POSITION CODE: 3T015
Effactive: 10-1-02

DISTINGUISHING FEATURES OF WORK:

The Public Sarvice Administrator is designed fora broad band of middle
managemant positions located in agencies, boards, and commissions and subject
to tha Civil Service Coda. Positions allocated to this class serve as poficy
implementing officials andlor have considerable adminisirative responsibililies that
are managerial, supervisory, or confidential in nature.

Kay management functions of Public Service Administralors require the exercise of
discration in controliing or directing the organization’s supporiive program and
delermining the judicious use of means 1o accomplish an end. Such positions are
charged with responsibility o direct the effectuation of management policies.
Decisions made may significanily affect the agency's policies or its fundamental
methods, Whather sarving In a staff or line capacity, the Public Service
Administrator's position responsibilifies are inseparable from the interests of the
amployer.

Commen o all positions in this class is the management nalure of work. Public
Service Administrator positions are frequently full line supervisors. Full line
supervisors are principally engaged In work that s subsiantially different from the
subordinale staff and exercise independent judgment in camying out or effectively
recommending authorities i hire, transfer, suspend, lay off, recall, promots,
discharge, direct, reward, or discipline employees, or lo adjust grievances. Other
Public Service Adminisiralor positions may act in a confidential labor relations
capacity by assisting or serving as an agency's labor relations manager, or by
having authorized access fo information conceming the review or implementation of
ihe employer's colleclive bargaining policies. Others are adminisiralors or assisl
higher level managers. It is not the presence or absence of full line supervisory
authorily but rather the inherent decisions and commitments that distinguishes the
job as management.

The Public Service Administrator class encompasses (hose jobs where the scope of
the operation and associated administrative and managerial duties is nol as great
as that of the Senior Public Sarvica Administrator bul where work performed Is
higher than that of first level managemenl positions. To determine whether
allocation to this class is appropriate, a comparative analysis with relaled positions
should be conducted. Excluded from this class are senior management positions
serving either as policy makers or adminisiralors of major agency programs,
positions encompassed by other existing classes within the Classificallon Plan, as
well as those subject to the provisions of collective bargaining conlracts.



PUBLIC SERVICE ADMINISTRATOR (Continuad)

ILLUSTRATIVE EXAMPLES OF WORK:

1.

Organizes, plans, execules, controls, and evaluates the operation of a
supportive program; implements policy for the total management process of
tha supportive agency program; plans for the effective and efficient utiization
of program resources and organizes the goals and objectives of the supportive
program; confars with management on the integralion of program function
activitkes to resolve administrative problems and program funclion
improvements; parforms ihe major controfing impact on the culputs of the
program activities; implements studies of program evaluation; eslablishes
priorities among assignmenis, establishes times of compistion and guantity
and quality of work products and services; monitors output in order to ensure
adequale work flow, provides for employee motivation and developmant;
identifies and discusses program projects, problems and issues; meels with
represantatives of other agencies to discuss inter-agency isswes or with
representatives of other governmental jurisdictions and outside parties.

As a line or stafi assistant o a higher lavel manager, parfarms highly
responsible functions coordinating and assisfing with the direction of saveral
large agency wide programs, develops and mainiains cngoing
communications with private and public organizations, officials of other
agencies, or officials of other stales and the federal govemment; with
delegated authority speaks for the higher level manager to commit
operalional programs to specific courses of action; plans, directs, and
conducls exlensive and complex research or administrative studies of specific
phases of division operalions; drafts proposed bills, amendmants, resolutions,
procedures, rules, and regulations; makes or coordinates difficult and
involved field investigations of law violations and claims.

Implemants and evaluates policies and procedures affecting casework and
investigaive decisions; establishes local operating policies, praclices and
procedures; identifies and evaluates the ulilization of available community
resources; works with regional managers of supportive service programs to
intagrate services within assigned geographic area through contacts with
officials ai all levals of govemment, private and volunteer agencies; eslablishes
and maintains effective public relations for the depariment, advisory councils,
and civic organizations; manages and directs field office team operations and
assures adequate staff coverage; monliors expendiiures; directs and
requisitions the procurement and maintenance of office equipment and
suppiies; assembles information for office space negotiations, dealing with
vendors on subsequent problems with adequacy of faciiiies.



3

PUBLIC SERVICE ADMINISTRATOR (Continued)

4. Supervises subordinale cormectional faclity officers; assigns them to posts of
duty; makes rounds and assures that subordinates are on duty and properly
attentive to thelr duties; prescribas disciplinary measures; prepares incldent
and activity reports; investigates complaints of violation of rules; recommends
disciplinary action and conducts hearings invalving standards of behavior,

5. Supervises professional nurse personnel in providing care for reciplents;
prepares work assignments of subordinale staff; changes or revises staff
assignmants lo assure adeguate staff coverage according lo patienl load or
employes absenlesism; reviews and approves requests for Uime off from wark;
monitors and evaluates the performance of assigned staff, prepares penodic
individual performance ralings; provides constructive criticism and
demonstrates proper care techniques.

6. Performs complex accounting and auditing work Involving supervision of
professional and subprofessional staff engaged in maintaining a8 complex,
accounling subsystem involving general departmental funds or grants;
prepares or supervises the preparation of complax stalements and reports;
axamines, raconclies and analyzes complex statements and reports;
provides advice on complex accounting problems and on the
Implamentation of new procedures and programs,; reviews and recommaends
changes in the complex accounting system.

7. Manages a small section of syslems analysis andior programmer analysts
engaged in performing a full range of systems analysis functions ranging from
design and development to maintenance and enhancements of systems; plans
work schadules and sequences of operations to assura an even flow and
distribution of work, the expeditious handiing of pricrity cases and the meeating
of schedules and deadlines; evaluates need and makes recommendations
conceming the maintenance or replacement of squipment and the
maintenance and safety of the operalions area,

8. Plans, assigns, supervises and reviews the aclivities of siaff engaged in the
review, analysis, and auditing of various enlities; makes pre-audil evaluallons
to establish scope and procedures to be employed; asceriains nature of
systems lo determine means of verification, appropriate last pariods and extent
of test checking; may make initial contacl with entilies lo discuss purpose and
objectives of audh, and explain standard technigues ulilized; appears al
hearings as agency wilnass and lesiifies as to the accuracy and propristy of
reporls; acts as a consultant in pre-hearing conferences and during hearings.
providing information, regarding adequacy and correciness of data and
procedures used.



PUBLIC SERVICE ADMINISTRATOR (Continued)

a

10.

11.

12.

Diracts a local office operation In a major meiropolitan area of the State;
through intermediate supervisors ensures the provision of services lo a large
and diverse clent population with diverse socio-economic backgrounds;
develops and directs the implementation of intra-office operaling procedures o
facilitate work flow in cllent receplion andior registration, record processing and
maintenance, data and information collection and dissemination; basad upon
analysis of communily needs, establishes long range annual, and inlarim goals
and objectives and aclion plans for delivery of services o eligible cliants in the
office service area; develops and Implements the annual program and budget
plan for the office; conducts frequent regular reviews of service, budget and
performance indicalors in comparison to office goals and standards; idenlifies
problem areas and initiales comeclive action when appropriate.

Maintains lalson with a variaty of organizations thal may be able lo supply
funds, training and technical assistance in particular areas; monitors budgetary
axpenditures by program area; assists in (e budgetary process by developing
program namatives and justifications; reviews and approves expendifures of
funds aulhorized; prepares a variety of malerials designed lo expiain and
interpret a spacific of linking program; speaks bafore various groups (o explain
and interprel program philosophy and requirements; develops and ulllizes
professional channels of communication with state, federal and other agancias.

Plans, coordinates and implements site activiies and development programs
compatibla with the natural andfor cultural resource base; reviews, analyzes,
and incorporates proposals of nalural and cultural resource specialists and
others bolh within and outside the agency conceming short and long range
plans; supervises and conducts research related to restoration, inlerprelation,
and development; responds 10 oral and writlen inquirdes concerning available
programs and deparimenial policies; appears al public hearings as required;
explains agency policles and rules and regutations to visitors and assures
compianca with same.

Supervises subordinate slaff, plans the work 1o be accomplished, sats
priotities, assigns work according o individual subordinate’s abilities,
evaluales work performance, hears and resolves firsl level grievances;
reviews the technical and scienlific information to ba usad in regard 1o a
parlicular case; serves as an expert wilness in hearings or courl cases;
performs tests, evaluations, development, and improvement of lechniques
used.
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PUBLIC SERVICE ADMINISTRATOR (Conlinued)

13. As a field office suparvisor or advanced generalist, reviews all disciplinary
actions proposed by agency management for appropriateness and compliance
with Rules and other affecting regulations; solicits legal opinions as reguired
and other counsed as pertain o Personnel Rules, regulations, policies and
fumishes partinent infformation to central deparimental staff for consideration;
evaluales proposals Tor employes or labor relaions policies, rules and
reguiations in accord with conlracts andior pertinent statute; reviews all labor
legisiation and impacling secondary and tertiary employea andior labor
legisiation; evaluates content of legislation and prepares position statements.

14, Direcls, implements, coordinates, and supervises program activites of field
counselors, university coordinators, and other staff of a large area agency field
office providing services to clients; assists reglonal administrator in organizing,
directing, and supervising programs periaining to area of specialty.

15. Performs other duties as required or assigned which are reasonably within tha
scope of the dulies anumeraled above.

DESIRABLE REQUIREMENTS:

Requires knowledge, skill and mental development equivalent to completion of
four years of college, preferably with courses in business or public adminisiration;
specific requirements vary by position and relate fo the position’s duties and
responsibiliies as defined by tha agancy of employment and as approved by the
Director of the Department of Central Managemen! Services or histher designea,

Requires prior experience aquivalent lo three years of progressively
responsible administrative expanience in a public or business organizalion; specific
requirements vary according 1o the posilion's duties and funclions assigned by the
agency and as approved by the Director of the Department of Central Managament
Services of hishar designes.

Sk

Requires extensive knowledge of public and business administration,
principles and practices.

Requires exlensive knowledge of agancy programs and service objectives,
aclivifies and operational syslems.

Requires exiensive knowledge of staff utilization and employee molivation.

Requires exlensive knowiedge of labor and employment development

Requires extensive knowiadge of agency policies and procedures.



PUBLIC SERVICE ADMINISTRATOR (Continued)

Requires ability to develop and manage a supportive agancy prograim.

Requires ability lo analyze administrative problems and adopl an effective
coursa of action.

Requires ability to develop, install and evaluale new and revised methods,
proceduras and performance standards,

Requires ability lo exercise judgment and discrelion in devaloping,
implementing and interpreling departmental policies and proceduras.

Reqguires ability to estimate and budget for future neads and cost of parsonnel,
space, equipment, supplies and services.

Requires abiity o develop and maintain cooperative working relationships.

In addition o English verbal and writlen skills, candidales may be required 1o
ranslate, speak and wrile a foreign language al a colloquial skill level, Some
posslions may require manual com munication skils,



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

SENIOR PUBLIC SERVICE ADMINISTRATOR
POSITMON CODE: 40070
Effective: 10-1-02

INTRODUCTION:

The Senior Public Service Administrator encompasses a broad band of
sanior stale managemenl posilions in agencies, boards, and commissions
with a level of responsibility at least equivalentio a major program manager's
and subject to the provisions of the Civil Service Code. Incumbents of this
class aither serve as policy-making officials or have major administrative
responsibiliies. As a policy-making official, an incumbent reports directly to
tha direclor or assistant direclor of the agancy and parlicipates in determining
policy which fixes objectives or stales the principles to confrol action toward
operating objectives or toward the conduct of one or more adminisirative
units immediately subordinate lo the director or assistani director, or
participates in planning and programming agency acliviies mandated by
lagislation or the agency’s director or assistant director. Positions serving as
daeputy directors or staff assistants lo direclors or assistant direclors are also
included in this class. Such positions with major administrative
responsibilites direct programs defined by stalute, agency, board, or
sommission policy; or are responsibla for the execubtion of policies or
operating objectives in one or more operating units; or participate in the
Integraling of plans and projections of related organizational units, scheduling
projected work programs, and encompassing, on a regular basis, queslions
of allocation and determination of resources, program definition, interpretation
and implementation, and accoun tability.

Specifically excluded from this class are wholly professional positions which
neither serve as policy-makers nor have major administrative responsibiliies.
Also excluded are posilions subject io the provisions of collective bargaining
contracts and positions encompassed by other, existing classes within the
Classification Plan.



SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued)

DISTINGUISHING FEATURES OF WORK:

Subject to management approval, plans, davelops, organizes, controls, and
manages a major program; or davelops, recommends, and implements
policies and procedures pertaining to the program area, develops and
maintains ongoing communications with privata and public organizations,
officials of other departments, members of the legislature, officials of other
statles, and the federal govemmanl

ILLUSTRATIVE EXAMPLES OF WORK:

Direcls, coordinales, and reviews the aclivilies of operational and
program personnel through subordinate managers; reviews, modifies
and implemenis existing program cbjeclives or davelops new program
objectives; acts authoritatively on policy-making issues impacting agency
management and stalewide agency operations; develops long range
plans for the agency and monilors progress towand accomplishment of
tha goals and cbjectives of the agency.

As a registered engineer, plans, organizes, coordinates, and reviews the
work of a large engineering and lechnical field staff engaged in
conduciing field invesligations and inspections and monitoring activities,
the development and dissemination of information and dala to various
local govemmental and private agencies, and the preparation of
technical raporis and papers.

Plans, develops, administers and coordinates a complex socisl service
(facility based or community) program by reviewing and evaluating
agency programs, policies and management practices, and directs
changes in operalions as deemed necessary; diracts and participates in
research and reporfing activiles of programs and services, directs the
development, review and analysis of lagislation required for the
improvement of current agency programs and services, and the
davalopment of new programs.



SENIOR PUBLIC SERVICE ADMINISTRATOR (Confinued)

10.

Plans and coordinales a network of systems and sarvices on a
deparimental, muli-agency or regional basis; directs and coordinates the
design and management of administrative services to meet the neads of
user agencies.

Parforms highly complex and specialized studies; prepares
interprewmtions of findings, ranslates findings into proper form usable by
other professional personnal In the agency; establishes and maintains
working relationships with federal, stale and local officials, and civic
leaders on various matiers Involving program area.

Directs program budget preparation and controis appropriation of
axpanditures, reviews curmrenl agency programs lo define areas requinng
increases in appropriations for program expansion; makes program and
policy recommandations.

Reviews all administrative rules and related laws; researches, develops,
and writes proposals affecting changes in statutes and administrative
rules; conducts and coordin ates investigations; supervises and reviews
the activities of professional staff engaged in conducting investigations.

Establishes policies ufilized in implementation and maintenance of
programs; confers with the Director and adminisirative staff on feasibility
of recommended policies; inlerprets new legislation and administralive
policies and proceduras.

Plans, develops, and implemenis methods, systems, investigation
technigues, and examination procedures designed to effectively monitor
and regulate the indusiry program for which the position has principal
accountability; provides for tha developmant of revisions of policies,
rules, regulations and procedures.

Performs other duies as required or assigned which are reasonably
within the scope of the dulies enumerated above,



SENIOR PUBLIC SERVICE ADMINISTRATOR (Confinued)

DESIRABLE REQUIREMENTS:

Education and Experience

Requires knowledge, skill and mental development equivalentio
complation of four years of college; specific requirements vary by position
and relale to the position's dutias and responsibiliies as defined by the
agency of employment and as approved by the Director of the Depariment of
Cenlral Management Sarvices or histhaer designee.

Requires prior experience equivalentto four years of progressively
responsible administrative experiance in a public or business organization;
specific requirements vary according to the position's dufies and funclions
assigned by the agency and as approved by the Director of the De pariment
of Central Managament Sarvices or his/herdesignee.

| ki

Requiras thorough knowledga of public and business administration,
principles and praclices.

Requiras thorou gh knowledge of agency programs and sarvice
objectives, activities and operational syslems.

Raqguires thorough knowledgea of stalf utilization and employea
motivation.

Requires thorough knowledge of labor and employment development.

Requires extensive knowledge of agency policies and procedures.

Requires abllity to develop and manage a major agency program.

Reaquiras abllity io analyze administrative programs and adopt an
effective course of action.

Requires ability to develop, install, and evaluate new and revisad
methods, procedures and performance standards.

Requires abllity to exercise judgment and discretion in developing,
implementing, and interpreting departmental policies and procadures.

Requires ability to estimate and budget for fulure needs and cost of
personnel, space, equipment, supplies, and services.

Requires ability to develop and maintain cooperative working
relationships.

In addition to English verbal and writien skills, candidates may be
required to translate, speak and write a foreign language al a colloquial skill
level. Some positions may require manual communication skills.
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1. Serves as Regional Contract Analyst

...................................................... “g.l,.\,.l,._-.ww A TR TS L

Coordinates, plans, negotiastes, inlerprets, and monltors purchase of serice
confracts in accordance with Depariment policy within the assigned region
Cofaborates with Departrment staff in developing needs assessment and In the
development of program plans for inlegration in purchase of serice contracls and
monitaring

Provides technical assistance and clarification of rules, policles and procedures to
vendors/providers, Depariment staff, and others to assisl them in adhering Lo the
terms of the contract

Recommends and reviews methods, policies, and procedures 1o prevent program
overlap and duplication, 1o ensure adequacy of program cowveraga, and 1o promate
efficlent ulilization of resources and services in the best interest of the Department
Drives to various locations in the performance of duties

R LT A

v 2. Conducts moniloring reviews of assigned vendors/providers lo ensure compliance with

coniract and program plan

Reviews billing summanes 10 ensure thal vendorsiproviders are complying with
terms of confract, including services provided, number and appropriateness of
clients served, propriety of service, and confracted amounis

Molifies Regional Conlracts Administrator, Deparment regional staff, and vendors of

Position §

Page 1 of 3
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ILLINDIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIFTION

L R

A

+  Moniors requests for exceplions 1o contracd program plan 1'1:-: additional services.
andlor funding and recommends approvalidenial 1o Regional Contracts
Administrator :
Through the use of Department systems, prepares written repors of reviews conducted
and performs necessary data entry functions in Contracts dalabases related (o on-going
evaluation and tracking of compliance and expendilures
+ Manages appropriation accounts for assigned conlracts
# Prapares reports as assigned
+ Works collaboratively with the region lo share mformation and eligibility
requirements for ulilization of programs housed in the Office of Confract
Administration

. Maintains systems of data collection to ensure that vendor/provider contractual billing,

quanery reports, annual audits, and narrative reporls are submitted to the region within -

limeframes indicated in the program plan

+ Contacls and comesponds with vendors/providers reganding delinguent, mcomplete,
and inaccurate bilis, grant based budgets, repons and responses (o comrective aclion
andfor performance im plans

. Comgpletes abstracts for all contracts and amendments for the assigned region as =~

needod
= Enters data for regional spending plan and annual projedlions of funding needed

_» _Monilors to ensure adherence to funding andior funding deficits

Translates and interprets, both orally and in writing, for Spanish speaking chents
anding services available and the proper completion of forms

......

Tegd -
Aftends meetings and h:llnlrus to dﬂvahp and maintain an mdamtandhg ‘of new state

_and Departrment initiatives and ensure effective implementation of these iniliatives

Performs other dulles as required or assigned which are reasonably within the scope of '
the duties enumerated above

17. POSITION TITLE AND NUSMBER IMMEDIATE SUPERVISOR [espansible fof assigning : ﬁ%ﬁmhm&m :
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wmmm mmm mmmm Hﬁmm!ﬁrih
Incumbent of this pesien} E: r .'_.
PR e e R e e S e e P G TITLE (IF ANY) SR
Public Service Administrator 31'1:.15- I.E-E-l ﬁm-}.ﬂ-m : i quml 'I.'.nntr.u-::u Admmmratur o
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[ Lead Workes ]

MOTE: Supervisory or lead worker responsibilities migt be described i 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 headoount.
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£ miﬂmwmﬂ:ﬂm.m:ﬁﬁmmmmmw SHILLS AND ASILITIES AND LICENSURE OR

| CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION” CANNO LONGER BEUSED.
i Minimum Qualifications
Position # Page 2 of 3



ILLINOIS DEPARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

| THE WK OF THES POSITION. NOTE: Mﬂﬁmﬂmmﬁ SKILLS AND ABIITIES AND UCENSURE OR !
M!EM!WF*UH STANDARDS, THE PMRASE “SAME A5 SPECIFICATION” CAN NOLONGER BEUSED. LR
knowledge, skill, and mental development equavalent to the completion of a master's degres
2 Requires ong yaar of progressively responsibie professional experence in communily organization, social service
widel, or in program planning and devekoprment
1 Requires abiily ko speak and wrile Spanish al 8 coloquial skill level

Specialiged Skilly
Of tha previously nobed year of experience, requires that the axperience include one year of exgpenencs in contrec
budget analysis and one year of expenence in the use of Excel, Access, and accounting sysiems

| r |
1 year of exparencs in contract budgel analysis in a public or business arganization
1 year of expermnce ulilizing Excel, Access, and accouniing systems in & public or business organizaton
2 yaars of expenianct in a professicnal selling applying thorsugh knowiedge of the program objectives of
agencies developing social pokicy
4, 2 ywars of axperience in a professional setting applying exdensive knowladge of (he siruclure, argandation,
and methods of social walane institutons
5. 2 years of experience (n a professionsl setling applying lechnical abdlly 1o analype and evaluale programs and
L]

o o e

. 2 years of exparience in a professional setling applying the ablity o verify thal program operations comiply
wilh adl rules, regulations, policies, and procedures
7. 2 years of experience in a professional setling applying the ability 10 effectively communicate ideas in written
and oral form

e e L e e T e

i i e g i e g
........... m ability o """"" ind possassion of 8 volid driver's kcense
ﬂi’ﬁmn mwuﬂ Hﬂhﬁnﬂhhﬂmﬁjﬂﬂhmhm
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- serve as Regional Contract Analyst. Under general direction, this position will coordinate, plan, negotiate, interprel, and
| monior purchase of senice contracts in accardance with Department policy within the assigned region. The position will
| collaborate with Department stalf in developing necds assessmant and in the developmant of program plans for miegration |
in purchase of sendce condracts and mondoring. The position will conduct monitonng ravsews of assigned
| vandorsiproviders to ansure compliance with contract and program plan and will Wilize Spanish Speaking skils in the
performance of duties. This position provides a greal opportuniy for someone who s datall orented and focuesad on
ensuring the Depariment recehmes the greatest value for iis confract dollars. DCFS ofers a compelilive compensation plan,
f excellent benafs, and 8 pansion program. The ideal candidate for this pasition il have excslant onganizational skills and

: strong communication capatiMies, We Rvile yoo 19 join our nnovative 12am (o help make a posithve diference in the lives
of ihe children andfnn'ﬂlﬂ of Niinois.

S A I L T O A e ——— R e — =

|28 ABOUTTHE AGBNCY/RUREAIPROGRAM R | 2l
DCFS is deaply commitied 10 1he welfare and protection of children, Our goal is to Drm l:d'lli.'lrll'l-h‘r mnwnnmu -i\\rld
: supporiing familles. In every efforl, from recelving hotline calis io reaching family reuniScation or foster cara and adoplion,

, Childran and families are our
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EERE Omam Eraus | 061623
RO FOASD PCHTION [ MCERS POSITION NUMBER CHANGE

Office Administration = MCIRG CLAFIFY
e (A o

bt EE : : 1“ Jr | ] MCTERE WAORK, CLUNTY CHANGE
e e m 2 =i
| . ] M40 DOWSMARD REALL CCATION
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ﬁinweg:l L MCISBUPWARDREALLOGATION
P RS P LT Wiiiii iEi ﬁiE” !ﬁﬁ ! || ﬁ | H | E !I I i | i i: =

TP | 1. Serves as Advocacy Specialist
E ¢ Ma case siuations which are made directly or refemed o the Advocacy Office
i complaints, problerms, concems, questions, requests for service and
inforrmation, and clarification of laws, policies, and procedures
Conducts research
Aralyzes case situations and develops sirategies
Designs activities to comect problems and resolve issues
Coordinates and interacks with professional staff
Makes referrals to the field, regional, andfor central office staff and to other Departmenis
and agencies
« Independently interprets, arculates, and appies knowledge of applicabie laws,
__ .. Department rules, policies, and procedures fo caliers and refermal sources
1% | 2. Researches Department policy and prepares necessary inforrration for review by
i adrministrative staff
. EmﬂmmmFsammﬁmmﬂbhnmmgﬂmeam
15% 3. Provides immediate intervention on specic cases that are brought to the attention of
: the Director's Office from a variety of sources such as high-leved administrators, media,
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ILLINCES DEPARTMENT COF S ME1M
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1% | 4 Coorinates and faciitates complaint o problem resohtion using statewdde resources.
! and contacts that include field, regional, and central office staff in other agencies

Diracts activithes of staff in providing necessary senvices
! Monitors cases to ensure that planned activities occur

I Provides information i adminisiators and execulives about recuming or systemic
| problem areas

Trarslates and interprets, bﬂhmly and in writing, for Spanish speaking clients
regarding services available and the proper cormpletion of forms

Develops and drafls responses for the Administrator's signature for the Gowvemor,
_Director, Deputy Director, Legislative Office, and other administrative and executive staff
identifies and assesses specific ssuss requiring the attention of the Inspector General
Designs and monitors procedunes for refermals on an ongoing basis

Collaborates with the Office of Education and Transition Services regamding Youth
Advisory Board (YAB)
« Drives o assigned locations and provides input info monthly Y AB meetings, which ocour

pn'_-ri =

after nomal work hours

M 9, Utilizes interpersonal communication skills with considerable independence
' « Maintains tactful, professional, consistent demeanor during telephone and interparsonal
; Comrmurscation
P 10. Utilizes computer skills i maintain files, research cases, and obtain necessary data o
. g assess and strategize case situations K
o | 11. Perfonms other duties as:eqsmwassugmdﬂthm reasonably within the scope of

IWORKNGTIILEQFANY
Pltﬂcﬁuﬂmﬁﬂnnshm 3’.-‘015-15—5—?1]}3!}0] Acvocacy Case Supendsor

I:I‘in:-a'm ) Lead Worker

NOTE: Supervisony or lead worker responsitilities must be described in a detailed duty staterment(s) with a time
percentagels) allotted. I a box wes chedked above, list position tibde, position number, and nurrber of subondinate
incumbents or authorized funded headoount:

| Neofinasmbentsor Funded Vacnges

1. Requires knowledge, skil, and mental development equivalent to completion of a master's degree

2. Requires two years of progressively responsible professional expenience in community omanization,
soclal senioe work, or in program planning and development

3. Requires the ability tp speak and write Spanish at a colloquial skill level

Position # Page 2of 3



“ILLINOIS DEPARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

W‘HIHTHI-EF!HITH m:mmmmmmmmmmmuwmmm
IDENTIFIED ON STANDARDS, THE PHRASE muwmmmwnum

1. 2 years of experience analyzing and reviewing casae situations in 8 public or private social welfare agancy

2. 2 years of experience conducting an official complaint and problem resclution process in a public or private
organization

3. 2 years of experiance conducting research in a public or privale organization

4, 2 years of experience in a public or private organization ulifizing thorough knowledge of the structure,
organization, and mathods of social welfare institutions

5. 2 years of expanence in a public or privale organization uliizing advanced technical ability to analyze and
evaluale programs and operations

1. Reguires ability 1o ravel in the performance of dulies, Requires approgriate, valid driver's lcense.
2. Requires ability o pass a background check.
3, Thwrdruﬂudmhnﬂhmﬂhramwmwrﬂlhﬂhwﬂmummuuw in the

| muhﬂhnhﬂgnummmmmmhﬂmmuwm |
'#Mﬂ"llﬁpﬁlﬂﬁ. iy s
The Ilinois Department of Children and F.ll'l"j' Sawm s seeking mmgmtud pl'nluuh:ru} and m!.ulluimlad
individual to serve a5 Advocacy Specialist Subject b management approval, this position will manage case situations
which are made directly or relered to the Advocacy Dfice involving complainis, problems, concemns, questions, requesis
for service and information, and clasilication of laws, policies, and procedures. Tha position will conduct research and

. analyze case siluations, deskgning activities to comect protlems and resolve issues. This position will also provide
immsediate intervention on specific cases that ane brought to the attention of the Director's Office from a variety of sources.
The position will ulilize Spantsh speaking skils in the pardormance of dutes. This position provides & great opporiunity for
someons who is nderested in working to resolve complainis and problemalic issues related o case siuations. DCFS ofters
& competiive compensation plan, excallent benafilz, and a pension program. The kbeal candidate for this position will have
excellent arganizational and communicalion skills, with sirong leadership capabilities. Wa imdla you o join our inhovative
_mmhwnﬂaamﬂlmmﬂm&mhulmﬁﬁmﬂﬂhﬂmﬂim

| 22 ABOUT THE AGENCY/BUREAU/PROGRAM

DCFS is deaply commitied 1o the wallare mnrmm ul mw:l'ln. 'Durpmllu to protect nhﬁu:'tn by strengthening and
supporting famiies, In every effort, from recaiving holline calls to reaching family reunification of foster cere and adoption,
 children and lamilies are cur focus,

DMECTOROFCMSSIGNATURE | IMMEDIATESUPERVIORSIGNATURE  AGENCYNEADSIGNATURE | DATE
i Mave D. ﬁn'l.q..fh-
Rawen Dwbasgion by debea Shovr 2 fap | By D Mad Q7-07-23 |
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CENTRAL MANAGEMENT SERVICES POSITICN DESCRIPTICN

" ERSTING FOSITION § i
Fhwl ddior T g g RGNS
st 31 AR A e R o P ﬁl'f o ﬂ. SR I.Hl:# 1¥mﬂ:!ui ..... .

T L Macwcumﬂmﬂcma
& As directed, represents the Department at hearings on assigned calendar in the
| uvenile Cowrt of Cook County, including lemporary custody, adjudication, disposition,
permanency, status, progress, termination of parental rights, and motion hearings
# Appears personally in court, especially on high profile or complex cases, in the
parformance of duties
+ Travel o varows locations in the performmance of duties
% | 2. As directed, provides input into or conducts screenings I determine whether matters are
| legally sufficient o present to the court
| + When deficiencies are identified, Informrs the workers and supenvisor of the deficiencies
| and recommends necessary comective action
+« Provides legal advice and counsel o workers, supervisors, and administrators, as
assigned

Y g o o b:iﬁualh.rmdm e e hmlﬁhgc s
. regaming senvices availabie and the proper completion of formms

% | 4. Provides input into the planning and development of raiining for staff on legal Ksues
« Conducts legal trainings for DCFS and POS administrators, supendsors, and staff

Position # Page 1of 3



TLLINCES DEPARTMENT (F (ME- 104
CENTRAL MANACEMENT SERVICES POSITION DESCRIPTION

'W:FTHE IB.EHFIE'IED.!HE![._
5. Mdmﬂnﬁsmﬂﬂslﬁhas@nﬂmﬂkﬁslmmmshm
consultaton to workers

R | 6. Prepares memoranda on legal Bsues

=  Reviews or drafis proposed legislation or policy documents and conducts research on
legal Bsues

e 7. Mainkains cument working knowledge of relevant federal and state siatutory and case
. law, state and federal regulations, and Departrment policy and procedures

% 8. Mainkains records of activities and actions taken on behalf of the Department and reports
o supenvisor regarding same

% 0, Performs other duties as required or assigned which ane reasonably within the scope of

thie duties enumerated abowve

ﬁﬁmwmmmmmmmm mew :
I+ﬁ |i E!: . . _. - i E |I| E: m ” .:._. R N e .-.n\,...:.\,.. T PR o .\,.\, _:.\_ - .\, -:
[0 Supervisor [ Lisad Worker

NOTE: Supenvisory or lead worker resporsbilities must be described in a detalled duty staterment(s) with atime
peroentaces) allothed. IF a box was chedked above, list position title, position number, and number of subordinate

1. Requires graduation froma recognized law school
2. Requires possession of a valid licerse o practice law in [Hlinois
3, Requires ability o speak and write Spanish at a colloquial skill level

Position # Pagedof 3



ILLINOIS DEPARTMENT OF CM5-104
CMS CENTRAL MANAGEMENT SERVICES FOSITION DESCRIPTION

__mmﬂmmwmn w]
L HnmmﬂeuhlhyEnpaunhadquunddﬂdt
2. Reqguiras ability to travel in the performance of duties.
3. The conditens of employment listed hare ane ncorporated and relaled 1o any of the job dulles as ksted in the

) ob description.
- 11, POSITION P TING STATEMENT: information in this statement s NOT Intended to be all-encompassing of to address
all responyibiites of the gosition.
Thee [Hinesds WHMMMFWEEWM!M“W mwm;w
indrvdual to serve as Cook County Regional Counsel, Under general direction, this position will represent the Deparirment
at hearings on assigned calendar in the Juvende Court of Cook County, inchuding temporary custody, sdjudication,
disposition, permanency, stabes, progress, ierminaton of parentsl rights, and motion hearings. The position will appear
HMM“&'MH“‘IMH“MM This position will also provide INput Into oF Conduct
screenings o determing whether maltiers sre legal sufficent o present o the cowrt erd will wilize Spanish speaking skills in
the performance of duties. This positon is a great opportunity for anyone wiho would like 10 use their skills as an attomey 1o
benefit child welfare services. DCFS ofers a compatitive compansation plan, excellent benefits, and a pension program.
The ideal candidate for this position will have excedent legal, research, and ongantzational skills. We invite all qualified
qqimntnappi;h}:ﬂnmhnmhﬂlumhhwm:ﬂﬁmnhhﬁu‘lﬁ!l&lﬂﬂnﬂ[ﬂr‘rﬂm )

ﬂ ﬁt‘- AR LA ] T S AL =, =R RAERATR B AR
'WEEMWMHHWMMnmmdm ﬂuwﬂlmmmuﬂmhﬁrwm

supparting families. In every effor, from recaiving hotline calls to reaching family reunification or fostar care and adoplion,
q#dmu!dumumwrm

g AR

OWECTOROFCMSSGNATURE  IMMEDIATESUPERVISORSIGNATURE | AGENCYMEADSGNATURE DATE
Mave D. Smaithe PR
e, Eupicgn ._.ma-::;.hhu.u:-:.s d By Dowg Madiuis

Position # Fage 3of 3



CMS

ILLINOISDEPARTMENT OF CMS5-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

03 § Bl P N B A AR

..........

Samatas s E A

 Chidren& Family Services Officeof the ChiefofStaff

.........................

p RS e LT

ST —— | g st
AU/Administrative Hearings ___ Admistration | 0 o e

mm | [ MD27 ADDITIONAL IDENTICAL CHANGE
| DEMPT | [ Mcozs WORK COUNTY CHANGE

B T R T S PRI

e e S o -

| [ MC189 DOWNWARD REALLOCATION

Chicago

N [ MC158 UPWARD REALLOCATION

OFPOSTION ESSENTAL FUNCTIONS 2

|!ﬂF1‘Iil! 18, COMPLETE CURRENT AND

5%

1. Serves as Administrative Law Judga
» Monitors the adjudication of complaints lssued under the llinois Department of
Chikdren and Family Services from the date of issuance untll completion of an
arder recommaending final disposition thereof o the Director |
' + Composas formal writlten recommendations for the Director's action
. mmammw.ammmhrﬂuw
order o prepare recommaendations for the |
« Prepares recommended orders and decisions, satting forth specific findings of
fact, conclusions of law, and analysis of the relevant statutes, regulations, and
courl decisions
_Idantifies issues on appeal and parties entiled to nolice
. | ﬁmuwmmm
* Rules upon contested motions
. mammﬁwmhwdwhcmtﬁﬂmmmm
¢«  Moniiors the activities of the pariies fo ensure steady progress 1o hearing

3. Presides al formal administrative hearings convenad throughout the stata of lllinols
. WMMPMMMWMmdFMMM
e lions :flunu;ﬂ'unmnl m:IFamlh_.rEminm - i3
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POSITION DESCRIPTION

................

mmmmmnmm OF POSIMON ESSENTIAL FUNCTIONS <3
Ap;lmhwm Rules of Evidence in nﬁgmﬂnﬂhﬁrdwﬂm !
Supplemants intermogation as needed 1o ensure a complete recond

Drives of travels io vanous iocations in the performance of duties

o S R A ¥ S R Y R G
administrative review in accordance with the llincis Administrative Procedure Act

« Prepares stalistical and subslantive reports on workflow and case status

5 Trialohn i Sarraks; GO iy SAd W NG, Yo Sparieh Speaking ois
regarding sarvices available and the proper complation of formns

B s T T g e e e e T
and conducts legal research inlo more complex issues

S—— ?I_ S S — _IIITﬁi EH.:EII Iﬁ‘l‘i a — i ""-[ﬂ- Jﬁ“‘muﬁﬁiﬂ_'- - ._m- - ..
and procedures parlaining to the Adminksirative Haarngs Unit E

& Performs other dulies as required or assigned which are reasonably within the scope of
the dulies enumeralsd above

(A%

s

s-enhrruhl-: ﬁumm Mmhﬂﬂmrm 1&55 mm-m R

T

_Els-l.mnmr

POSITION TTLE AN MUMBER IMMEDIATE SUPERVISOR (Resporalbl fo sssgning and raviewing work,proparing, conducing nd
sigring perfarmance evakistions; effectively recommending and impasing discplinary action and adjusting grievances for the

P L L P LI I P L Ay e JI.'IW'I-II.IFWW-’\.'\.W'.'--'H..J"\.II'II._'II.' s L LT BT A N B A L s

mmﬂi’ﬂmﬂ i
:He{ﬁdmhhmm Law Judlu

[ Lead Warkes

! NOTE: Supervisory or lead worker re:.pmlhih:lﬂm be described in a detalled duty statement(s) with atime
percentage(s) allotted, If a box was checked above, Bt position title, position number, and numbe rof subordinate
| incumbents or authorized funded headoount.

T e A S ] e R e D W Mwwwmﬂmuy-

| 19

| THE WORK OF THIS POSTTION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AMD ARILITIES AND LICENSURE OR
| CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION® CAN NO LONGER
 Minimum Quakfications

Requires graduation from a
Requires possession of a valid Bcense o practice law in llinois
Faquires 2 years

1.
2.
3
'S

1 A T HE ST T B

KNOWLEDGES, OR CEATIFCATION mmﬁmﬁmm |

SNILLS, ABILITIES, LICENSURE

BE USED,
law school

of professional
hqﬂ&uﬂnﬂ?

of law

in the
maammw

i'
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" ILLINDIS DEPARTMENT OF CM5-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

......

mm:mmmmmmmmmmmmmmmmm
- CERTSICATION munmmmwumm CAN NO LONGER BE UISED,
Preferred | i
1. zmumquwkmmnfmmmmmmﬂmmfmm
particularly relating to administrative and reguiatory functions
2. 2 years of experience applying extensive knowledge of judicial and quasi-judicial procedure and of the
rules of evidence, hearings, and irial procedures
2 yaars of axpariance applying extansive knowledga in the fiald of law with which primarily concamed
2 years of axparience applying the ablity to plan, lay out, and review work ralating to complicated legal
problams
2 yaars of axperience utilizing |ifigation skils
Eymafﬂxmwlﬁm skill and ability in analyzing, appraising, and organizing facts, evidance,
MMhmwmﬁummhmmmMMﬁww
logical form for oral or written presantation, as briefs, orders, raports, o decisions
2 yaars of axparance applying the abilty o exerciss sound judgmant in appraising and evaluating
problems of a procedural nature
8 2 years of exparianca in a professional sefting demonstrating the ability o maintain satisfactory working
ralationships with superiors, othar atlornays, amploysas, and the genaral public

o8

=

Tt e
| Iﬂ m nfmumm ﬁw ;- {&:M
1. thulm hd:-llrhrl.n-paal a hnuhgmlniclunk
¥ 2 Requires possession of a valld diver's Bcense and sbllity to travel ¥
. mnﬂﬁ:mw STATEMSENT: Informasion In this statemant is HOT Intended to be & encompassing orto sddress
ol Hﬁ%#ﬂﬂm
i The Dupninwﬂuf[ﬁldmnmﬂFmWMm huﬂdmmmﬂﬂﬂﬂd pm-flmﬂurﬂ and results oranted
individual o serve &8 Administrative Law Judgs. Under administrative direction, this position will monitor the adjudication of
| complaints issued under the llinols Departmant of Children and Family Services from the date of issuance until complation
i of an order recommanding final disposition thersof to the Director. The poaiion will compose fommal wiitten
recommendations for tha Director's actlon and will review tepes and transcripts, decumantary evidanca, and post hearing
¢ priefs in order to prepars recommendations for the Director. The position will prepare ecommeanded omers and declsions
| and aef Torth specific findings of facl, conclesions of law, and analysis of the relevant statles, mgulalions, and court
. declzlons. This position will gude the appeal through pre-hearing phases and will preskde at formal edministralhve hearings
i ponvenad throughout the state. The positionwill utlize Spanish speaking skills in the perdformence of duties. This position
| 1w & wondarful opporunily Tor anyona who would ke to use thalr skills a8 an atlomey 1o ensure approprate aclions ame
: taken through the administrative hearings process. DCFS offers a compatitive compensation plan, sxcellent benaffis, and a |
pansion program. The ideal candidate for this position will have axcellent legal, anahylical, and organizational skills. 'We
! lrneibe il ql.ﬂ'lld Ippdlnmiamapplymﬁnnwmm taam to halp maks a diffarence in the Ives of chiddran and
| familles.

ﬂﬁ“ .- 3 - -: 'éq: e a :E'\-'\- i 2 o ok LA e e L J%wl.’\.m
DCFS s ler mrﬁu-d lulh- Mﬂ and | pmmmn of children. Our goal |s to protect { children by sirangthening and

ll.tlnnﬂ#lﬂ famies, Inovary affod, from Iﬂhﬂw hotfine calls to msaching rl-"‘l"!l' munification ar fosler cam and adapilon,
i ::hldrmand familias am uurfuuuu

Mare . Swaidfe
| Aetdney Mracants Ay, Ciadbion WL Cldhars, T8 002 B8y Dewug Mathis Bt
7 AT D ;""“": A ey D A9 Math

Position # Page 3 of 3



	State Service Assurance Act Report Cover letter (03.25.25).pdf
	SSAA report.pdf



