
 
 

 

60 E. Van Buren St., Suite 1339 • Chicago, IL 60605 

312-814-6800 • DCFS.Illinois.gov 

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, 

 

 

 

Heidi E. Mueller, 

Director 
Illinois Department of Children and Family Services 



DIV PIN 
CMS 

EMPLOYEE POSITION DIVISION FUNCTIDN 
PIN STAT 

WORK SITE POSITION ID BILINGUAL 

LANGUAGE 

CHICAGO 
1911 S 

ADMINISTRATI ADMINISTRATIVE ACTIV INOIANA 00501160SZOOOl 
HERNANDEZ.LORENA VE ASSISTANT I AFFIRMATIVE ACTION SUPP 053797 E OFFICE 99 SPANISH 

CHILO 
DEVELOPMEN PERMANENCY ACTIV ELGIN 07184163340041 

BAHENA,llll TAIDE NORTHERN REGION SERVICES 335354 E OFFICE 99 SPANISH 

CHILO 
PROTECTION AURORA 

ADVANCED NORTHERN CHILO 823806 ACTIV REGIONAL 07161168230061 
AMEZCUA.FLORA SPEaAUST PROTECTION CHILO PROTECT SERV V E OFFICE 99 SPANISH 

CHILO CHICAGO 

PROTECTION 1026S 
ADVANCED COOK CHILD 899530 ACTIV DAMEN 07161168970031 

ARROYO.LETICIA SPECIALIST PROTECTION CHILO PROTECT SERV V E OFFICE 99 SPANISH 

CHILO 
PROTECTION CH LOREN'S 
ADVANCED COOK CHILD 890016 ACTIV ADVOCACY 07161168990021 

CORCOLES, COTY SPECIALIST PROTECTION SEX ABUSE V E CENTER 99 SPANISH 

CHILO 
PROTECTION CHICAGO 
ADVANCED COOK CHILD 910971 ACTIV EMERALD 0716116918001 l 

MARBAN,MARY SPECIALIST PROTECTION CHILO PROTECT SERV V E OFFICE 99 SPANISH 

CHILO 
PROTECTION DEERFIELD-

ADVANCED COOK CHILO 887S40 ACTIV COOK 07161168860031 
MARES, ESTRELllT A SPECIALIST PROTECTION CHILO PROTECT SERV V E COUNTY 99 SPANISH 

CHILD 
PROTECTION NAPERVILL 

VALIENTE ADVANCED NORTHERN CHILD 825418 ACTIV E FIELD 07161168260041 

VASQU EZ,SERGIO SPECIALIST PROTECTION CHI LO PROTECT SERV V E OFFICE 99 SPANISH 

CHILD PEORIA 
PROTECTION CENTRAL CHILO ACTIV FIELD 07163168310061 

ALANIZ,NORMA SPECIALIST PROTECTION CHILD PROTECT SERV 837154 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1026 S 

PROTECTION COOK CHILO ACTIV OAMEN 07163168970021 
ALA TORRE, VfSENIA SPECIALIST PROTECTION CHILO PROTECT SERV 895160 E OFFICE 99 SPANISH 

CHICAGO 

CHILO 19115 
PROTECTION COOK CHILO ACTIV INDIANA 07163168850071 

AIIROYO,LlllANA SPECIALIST PROTECTION CHILO PROTECT SERV 889506 E OFFICE 99 SPANISH 

CHILD CHICAGO 

PROTECTION COOK CHILO ACTIV EMERALD 07163169130031 

COROOVA,ESTHER SPECIALIST PROTECTION CHILO PROTECT SERV 918890 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1026 S 
PROTECTION COOK CHILO ACTIV DAMEN 07163168970007 

OE LA MORA.MIREYA SPECIALIST PROTECTION DEF ASSIGNMENT INV 890254 E OFFICE 98 SPANISH 

CHILD NAPERVILL 

PROTECTION NORTHERN CHILD ACTIV E FIELD 07163168260021 
FURIO,JESSICA SPECIALIST PROTECTION CHILD PROTECT SERV 822609 E OFFICE 99 SPANISH 

CHILD DEERFIELD· 
PROTECTION COOK CHILO ACTIV COOK 0716316886003 l 

GOMEZ.VANESSA SPECIALIST PROTECTION CHILD PROTECT SE RV 887807 E COUNTY 99 SPANISH 
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CH,LO DEERFIELD· 
PROTECTION COOi< CHilO ACTIV COOK 07163168860061 

18ARRA,MARVIN SPEOALIST PROTECTION CHILD PROTE:CT SERV 887447 E COUNTY 99 SPANISH 

CHILO BELLEVILLE 

PROTECTION SOUTHERN CHllO ACTIV FIELD 07163168630007 

JAMUlA,MARGOT SPECIALIST PROTECTION DEF ASSIGNMENT INV 865394 E OFFICE 99 SPANISH 

CHILO DEERFIELD· 

KLIMUNOA· PROTECTION COOK CHILD ACTIV COOK 07163168860071 

OZOGUL,VANESA SPEOALIST PROTECTION CHILO PROTECT SERV 885525 E COUNTY 99 SPANISH 

CHILO 
PROTECTION COOK CH,LO ACTIV HARVEY 07163169120071 

lOPEZ,MARIBEL SPECIALIST PROTECTION CHILO PROTECT SERV 913929 E OFFICE 99 SPANISH 

CHILO ROCK 
PROTECTION CENTRAL CHILO ACTIV ISLAND 07163168320071 

LOf'EZ,MARTIN SPECIALIST PROTECTION CHILO PROTECT SERV 837151 E OFFICE 99 SPANISH 

CHILO CHICAGO 

PROTECTION COOK CHILD ACTIV EMERALD 07163169180011 

MACIAS,RAQUEL SPECIALIST PROTECTION CHILD PROTECT SUV 910972 E OFFICE 99 SPANISH 

CHLO 
MARTINEZ· PROTECTION COOK CHILO ACTIV MAYWOOD 07163168940007 

VARGAS,GLENI SPECJALIST PROTECTION DEF ASSIGNMENT INV 890154 E OFFICE 99 SPANISH 

CH·LO 
MARTOS- PROTECTION NORTHERN CHILD ACTIV lOLIET 07163168240081 

QU ICK,ROSARIO SPECIALIST PROTECTION CHILO PROTECT SERV 824415 E OFFICE 99 SPANISH 

CHILO 
MONROUZEAU,KATHER PROTECTION NORTHERN CHILD ACTIV WAUKEGA 07163168250007 

INE SPECIALIST PROTECTION DEF ASSIGNMENT INV 821050 E NOFFICE 99 SPANISH 

CHILO DEERFIELD· 
PROTECTION COOK CHILO ACTIV COOK 07163168860021 

NERI CANTU,YADIRA SPECIALIST PROTECTION CHILO PROTECT SERV 888293 E COUNTY 99 SPANISH 

CHILD 
PROTECTION NORTHERN CHILD ACTIV ELGIN 071631682300H 

PANTOJA,OENIS SPECIALIST PROTECTION CHILO PROTECT SERV 829935 E OFFICE 99 SPANISH 

CHILD 
PROTECTION COOiCCHILD ACTIV HARVEY 07163169120011 

PEREZ,LISSETH SPECIALIST PROTECTION CH1LO PROTECT SERV 910334 E OFFICE 99 SPANISH 

CHILD CHICAGO 
PROTECTION COOK CHILO ACTIV EMERALD 07163169180021 

PONCE,OCTAVIO SPECIALIST PROTECTION CHILD PROTECT SERV 917830 E OFFICE 99 SPANISH 

CHILO DEERFIELD· 
PROTECTION COOK CHILD ACTIV COOK 07163168860007 

RAMIREZ,YAOIRA SPECIALIST PROTECTION DEF ASSIGNMENT INV 880230 E COUNTY 99 SPANISH 

CHILD 
PROTECTION COOK CHILO ACTIV MAYWOOD 07163168940007 

RANGEl,STEPHANIE SPECIALIST PROTECTION DEF ASSIGNMENT INV 893956 E OFFICE 99 SPANISH 

CHILO 
PROTECTION COOK CHILO ACTIV MAYWOOD 01163168940041 

REYES,TERESA SPECIALIST PROTECTION CHILD PROTECT SERV 894236 E OFFICE 99 SPANISH 

CHILO CHICAGO 
PROTECTION COOK CHILD ACTIV EMERALD 07163169130061 

RODRIGUEZ,NANCY SPECIALIST PROTECTION CHILD PROTECT SERV 91S69S E OFFICE 99 SPANISH 
CHICAGO 

CHILO 10265 

PROTECTION COOK CHILD ACTIV DAMEN 07163168970007 

ROMAN,ROSA SPECIALIST PROTECTION OEF ASSIGNMENT INV 895443 E OFFICE 98 SPANISH 

CHILD 
PROTECTION COOK CHILD ACTIV MAYWOOD 07163168940007 

ROSALES,SANORA SPECJAUST PROTECTION DEF ASSIGNMENT INV 894781 E OFFICE 99 SPANISH 

CHICAGO 

CHILD 1911 S 
PROTECTION COOK CHILD CHILOPROT ACTIV INOIANA 07163168810021 

RUANO,OAV 0 SPECIALIST PROTECTION AFTERHOUR 887829 E OFFICE 99 SPANISH 

CHILO DEERFIELD· 
PROTECTION COOK CHILO ACTIV COOK 07163168860051 

SALAS.SOFIA SPECIALIST PROTECTION CHILO PROTECT SERV 884701 E COUNT't' 99 SPANISH 

CHllD FREEPORT 

PROTECTION NORTHERN CHILD ACTIV FIELD 07163168120007 

SCHARWATH,YLENIA SPECIALIST PROTECTION DEF ASSIGNMENT tNV 81S382 E OFFICE 98 SPANISH 
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CHICAGO 
CHILO 1026 S 

PROTECTION COOK CHILO ACTIV OAMEN 07163168970021 

SOSA.MONICA SPECIALIST PROTECTION CHILO PROTECT SERV 893303 E OFFICE 99 SPANISH 

CHILD 
PROTECTION NORTHERN CHILO ACTIV WAUKEGA 071631682S0011 

TREVINO,OANIELA SPECIALIST PROTECTION CHILD PROTECT SERV 821710 E NOFFICE 99 SPANISH 

CHLO CHILDREN'S 
PROTECTION COOKCH1LO ACTIV ADVOCACY 07163168990007 

VALADEZ.ERICA SPECIALIST PROTECTION DEF ASSIGNMENT INV 890257 E CENTER 99 SPANISH 
CHILO LAKE 

PROTECTION NORTHERN CHILO ACTIV COUNTY 07163168280011 

VAlOEZ,ALEJANDRO SPECIALIST PROTECTION CHILO PROTECT SERV 820714 E SOUTH 99 SPANISH 
CHICAGO 

CHILD 1026S 
PROTECTION COOK CH LO ACTIV DAMEN 07163168970031 

VEGA.EMMIE SPECIALIST PROTECTION CHILO PROTECT SERV 890867 E OFFICE 99 SPANISH 

CHILD 
PROTECTION NORTHERN CHILD ACTIV ELGIN 07163168230021 

VILLASENOR.AARON SPECIAl.lST PROTECTION CHILO PROTECT SERV 824138 E OFFICE 99 SPANISH 

CHILO 
PROTECTION NORTHERN CHILD ACTIV JOLIET 07163168240081 

YEPEZ.MARITZA SPECIALIST PROTECTION CHILD PROTECT SERV 826657 E OFFICE 99 SPANISH 

CHILD 
WELFARE ROCKFORD 

AOMINCASE ADMINISTRATIVE ACTIV FIELD 07190160870015 

GRAVES,ARELY REVIEWER CASE REVIEW AOMIN CASE REVIEW 080942 E OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE 2020W 

HERMOSILLO- AOMINCASE AOM,NISTRATIVE ACTIV ROOSEVELT 07190160870061 

FRIES,ROSA REVIEWER CASE REVIEW AOMIN CASE REVIEW 088656 E RO 99 SPANISH 

CHILO CHICAGO 
WELFARE 1911 S 

AOMINCASE ADM NISTRATIVE ACTIV INOIANA 07190160870051 

MAZON.YADIRA REVIEWER CASE REVIEW AOMIN CASE REVIEW 088652 E OFFICE 99 SPANISH 

CHILO 
WELFARE NAPERVlLL 

AOMINCASE ADMINISTRATIVE ACTIV E FIELD 0719016087001 l 
MICHAL.ANABEL REVIEWER CASE REVIEW ADMIN CASE REVIEW 080143 E OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE 1911 S 

ADMINCASE ADMINISTRATIVE ACTIV INDJANA 07190160870051 

PANTOJA,ERIK REVIEWER CASE REVIEW ADMIN CASE REVIEW 088650 E OFFICE 99 SPANISH 

CHILD 
WELFARE ROCKFORD 

ADVANCED FOSTER HOME 131S12 ACTIV FIELD 07215161372011 
BUEHLER.LUISA SPECIALIST LICENSING LICENSNG V E OFFICE 99 SPANISH 

CHILO 
WELFARE COLLINSVIL 

ADVANCED PERMANENCY 377180 ACTIV LEFIELD 07215163740011 

OANl<ENBRING,CELIA SPECIALIST SOUTHERN REGION SERVICES V E OFFICE 99 SPANISH 

CHILD 
WELFARE 

ADVANCED 792009 ACTIV JOLIET 07215167921051 
OIAZ,PATRICIA SPECIALIST NORTHERN REGION INTACT FAMtlYSERV V E OFFICE 99 SPANISH 

CHILO 
WELFARE AURORA 

ADVANCED FOSTER HOME 134124 ACTIV REGIONAL 07215161372021 
HERNANDEZ.DARCIE SPECIALIST LICENSING LICENSHG V E OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE 1911 S 

ADVANCED CHILO PROTECTION 183638 ACTIV INDIANA 07215161810011 

HUIZAR.YVONNE SPECIALIST SCR STATE CENTRAL REGIS V E OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE 1911 S 

ADVANCED INTEGRATED 155623 ACTIV INOIANA 07215161531405 

RODRIGUEZ.NANCY SPECIALIST CLINICAL PRACTICE ASSESSMNT V E OFFICE 99 SPANISH 

CHILO 248871 ACTIV 60EVAN 0721S162414010 

RUBIO,MARISOL WELFARE OCFS GUARDIAN CONSENTS V E BUREN 99 SPANISH 
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ADVANCED 
SPECIAUST 

CHILO CHICAGO 
WELFARE 1911 S 

ADVANCED S94S92 ACTIV INDIANA 0721516S921131 
SANC11EZ,EM ELY SPECIALIST OPERATIONS ADOPTIVE SERVICES V E OFFICE 99 SPANISH 

CHILD 
WELFARE AURORA 

ADVANCED PERMANENCY 333404 ACTIV REGIONAL 07215163340011 
SUTOR,ANGELtNA SPECIALIST NORTHERN REGION SERVICES V E OFFICE 99 SPANISH 

CHILD CHICAGO 
WELFARE 1911 S 

ADVANCED 595826 ACTIV INOIANA 07215165921121 
TOlEOO,GUADALUPE SPECIALIST OPERATIONS ADOPTIVE SERVICES V E OFFICE 99 SPANISH 

CHILD 
WELFARE 

NURSE ACTIV MAYWOOD 07197161560007 
JUAREZ.SVDNIE SPECIALIST CLINICAL PRACTICE CLINICAL SERVICES 1S2690 E OFFICE 99 SPANISH 

CHILD CHICAGO 
WELFARE 1911 S 

NURSE ACTIV INDIANA 07197161560006 
VELAZQUEZ.ELIZABETH SPECIALIST CLINICAL PRACTICE CL1NICAL SERVICES 150460 E OFFICE 99 SPANISH 

CHILD 
WELFARE AURORA 
SENIOR RESIDENTIAL ACTIV REGIONAL 07217166082041 

ARTE,-,GA,KARINA SPECIALIST MONITORING MNRTING 601451 E OFFICE 98 SPANISH 

CHICAGO 
CHILD 1911 S 

WELFARE CHILD PROTECTION ACTIV INDIANA 07218161810011 
ANAYA,DEISY SPECIALIST SCR STATE CENTRAL REGIS 180384 E OFFICE 99 SPANISH 

CHILO OEERF•ELD 
WELFARE ACTIV COOK 07218167922011 

ARANDA LOPEZ.KAREN SPECIALIST COOKREGIOl'I INTACT FAMILY SERV 791483 E COUNTY 98 SPANISH 

CHILD BELLEVILLE 
WELFARE DEFERRED ASSIGN ACTIV FIELD 07218163710007 

ASH,IRLANDA SPECIALIST SOUTHERN REGION PERM 375377 E OFFICE 99 SPANISH 

CHILD 
WELFARE FOSTER HOME ACTIV DEKALB 0721816137201 l 

BARRAZA.BENNY SPECIALIST LICENSING LICENSNG 131S09 E OFFICE 98 SPANISH 

CHILO 
WELfAAE PERMANENCY ACTIV WAUKEGA 07218163350031 

CALOERON,IVONNE SPECIALIST NORTHERN REGION SERVICES 330741 E N OFFICE 99 SPANISH 

CHICAGO 
CHILO 1911 S 

WELFARE CtUO PROTECTION ACTIV INOIANA 07218161810011 
CHAVEZ,BRENOA SPECIALIST SCR STATE CENTRAL REGIS 18038S E OFFICE 99 SPANISH 

CHICAGO 
CHILO CHILD 1911 S 

WELFARE INTAKE/RECOVERY /C CHILD ACTIV INDIANA 07218165912051 
CORONA,EUSA SPECIALIST APU INTAKE/RECOVRY S98887 E OFFICE 99 SPANISH 

CHILD 
WELFARE PERMANENCY ACTIV ELGIN 07218163340041 

ENRIQUEZ,NEREIOA SPECIALIST NORTHERN REGION SERVICES 333440 E OFFICE 98 SPANISH 
CHICAGO 

CHILO 1026 S 
WELFARE INTEGRATED ACTIV DAMEN 07218161531406 

GONZALEZ,EMMA SPECIALIST CLINICAL PRACTICE ASSESSMNT 155618 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1911 S 
WELFARE CHILD PROTECTION ACTIV INOIANA 07218161810011 

GONZALEZ.ERICK SPECIALIST SCR STATE CENTRAL REGIS 180421 E OFFICE 99 SPANISH 

CHILD 
WELFARE PERMANENCY ACTIV OEKALB 07218163120051 

GONZALEZ.JAZMIN SPECIAUST NORTHERN REGION SERVICES 311023 E OFFICE 99 SPANISH 

CHILD DEERFIELO, 

WELFARE PERMANENCY ACTIV COOK 07218164781021 
HARO, VERONICA SPECIALIST COOK REGION SERVICES 470700 E COUNTY 99 SPANISH 
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CHICAGO 
CHILO CHILD 1911S 

WELFARE INTAKE/RECOVERY/C CHILO ACTIV INOiANA 0721816S912041 

HAVWOOO,JUANA SPECIALIST APU INTAKE/RECOVRY 5961S4 E OFFICE 99 SPANISH 

CHICAGO 
CH LO 1911 S 

WELFARE CHILO PROTECTION ACTIV INOIANA 07218161810011 

HERRERA.JOSE SPECIALIST SCR STATE CENTRAL REGIS 184887 £ OFFICE 99 SPANISH 

CHILO DEERFIELD· 
WELFARE PERMANENCY ACTIV COOK 07218164781031 

HUERTA,JESSE SPECIALIST COOK REGION SERVICES 470673 E COUNTY 99 SPANISH 

CHILO 2200 
WELFARE CHILO PROTECTION ACTIV CHURCHILL 07218161810061 

JIMENEZ,SfRGIO SPECIALIST SCR STATE CENTRAL REGIS 182004 E RD 99 SPANISH 
CHICAGO 

CHILD 1026 S 
WELFARE fOSTERHOME ACTIV OAMEN 07218161372041 

KLINE.CAROL SPECIALIST LICENSING LICENSNG 131863 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1911 S 
WELFARE CHILD PROTECTION ACTIV INDIANA 07218161810011 

LOPEZ.CESAREO SPECIALIST SCR STATE CENTRAL REGIS 188613 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1026S 
WELFARE PERMANENCY ACTIV OAMEN 07218164884021 

MARTINEZ,YVmE SPECIALIST COOK REGION SERVICES 488502 E OFFICE 99 SPANISH 

CHILO 
WELFARE PERMANENCY ACTIV ELGIN 07218163340041 

MCMANAMAN,HELENN SPECIALIST NORTHERN REGION SERVICES 332273 E OFFICE 98 SPANISH 
CHICAGO 

CHILO 1911 S 
WELFARE CHILD PROTECTION ACTIV INDIANA 07218161810011 

MEND01A,GABRIElA SPECIALIST SCR STATE CENTRAL REGIS 180641 E OFFICE 99 SPAN SH 
CHICAGO 

CHILO 1026 S 
WELFARE PERMANENCY ACTIV OAMEN 07218164884021 

MORENO,AlEJANDRA SPECIALIST COOK REGION SERVICES 484896 E OFFICE 99 SPAN,SH 

CHICAGO 
CHILO 1026 S 

WELFARE PERMANENCY ACTIV OAMEN 07218164884021 

NAVARRO.JASMINE SPECIALIST COOK REGION SERVICES 486680 E OFFICE 99 SPANISH 

CHILD 
WELFARE FOSTER HOME ACTIV GALESBUR 07218161371041 

OU\/AS,SUSANA SPECIALIST LICENSING LICENSNG 130591 E G OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE ACTIV EMERALD 07218165921151 

ORNElAS,GLORIA SPECIAUST OPERATIONS ADOPTIVE SERVICES 595398 [ OFFICE 99 SPANISH 

CHICAGO 
CHILD 102SS 

WELFARE PERMANENCY ACTIV DAMEN 07218164884011 

PAlMA, MARISOL SPECIALIST COOK REGION SERVICES 484839 E OFFICE 99 SPANISH 

CHILD 
PEREZ WELFARE DEFERRED ASSIGN ACTIV JOLIET 07218163340007 

MA TRILLE,AWILDYS SPECIALIST NORTHERN REGION PERM 335364 E OFFICE 98 SPANISH 
CHICAGO 

CHILO 1911 S 

PEREZ-AL WELFARE ACTIV INOIANA 07218165921131 

MUHTASEB.ADA SPECIALIST OPERATIONS ADOPTIVE SERVICES 594349 E OFFICE 99 SPANISH 

CHILO 
WELFARE PERMANENCY ACTIV JOLIET 07218163341011 

RAMIREZ,MARtLENA SPECIALIST NORTHERN REGION SERVICES 334059 E OFFICE 99 SPANISH 
CHICAGO 

CHLO 1911 S 
WELFARE CHILO PROTECTION ACTIV tNOIANA 07218161810011 

RAMOS,JHOMARIE SPECIALIST SCR STATE CENTRAL REGIS t84S37 E OFFICE 99 SPANISH 

CHILO CHICAGO 
WELFARE ACTIV EMERAlO 07218167922021 

REYES,ISAOORA SPECIALIST COOK REGION INTACT FAMILY SERV 799472 E OFFICE 99 SPANISH 
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CHILD AURORA 

WELFARE FOSTER HOME ACTIV REGIONAL 07218161372021 

RIOS,AlfONSO SPECIALIST LICENSING LICENSNG 134567 E OFFICE 99 SPANISH 

CHILD AURORA 

WELFARE ACTIV REGIONAL 0721816792103 l 

ROORIGUEZ,EULALIA SPECIALIST NORTHERN REGION INTACT FAM1LYSERV 798561 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1911 S 
WELFARE FOSTER HOME ACTIV INOIANA 07218161372051 

WIHAS,MIREYA SPECIALIST LICENSING LICENSNG 1381B7 E OFFICE 99 SPANISH 
CHICAGO 

CHILD 1026S 
WELFARE PERMANENCY ACTIV DAMEN 0721816488402 l 

SQU~.CHRISTINA SPECIALIST COOK REGION SERVICES 488S23 E OFFICE 99 SPANISH 
CHICAGO 

CHILO 1911 S 
WELFARE CHILO PROTECTION ACTIV INOIANA 07218161810011 

SOUS.GRISEL SPECIALIST SCR STATE CENTRAL REGIS 186459 E OFFICE 99 SPANISH 

CHILD 
WELFARE DEFERRED ASS'GN ACTIV WOODSTO 07218163350007 

URIBE.LEWIS SPECIALIST NORTHERN REGION PERM 335367 E CK OFFICE 98 SPANISH 
EAST ST 

CHILO LOUIS 
WELFARE CHILO PROTECTION ACTIV REGIONAL 07218161810061 

VEI.ASCO,MAYRA SPECIALIST SCR STATE CENTRAL REGIS 180966 E OFFICE 97 SPANISH 

CHILO ROCKFORD 
WELFARE DEFERRED ASSIGN ACTIV FIELO 07218163120007 

ZEPEOA,LESllE SPECIALIST NORTHERN REGION PERM 31S3S7 E OFFICE 96 SPANISH 

DAYCARE CHICAGO 
LICENSING 1911 S 

REPRESENT A Tl ACTIV INDIANA 11472161341011 
ANAYA,MONICA VEIi llCENSING LICENSING 139800 E OFFICE 99 SPANISH 

DAYCARE CHICAGO 
LICENSING 1911 S 

REPRESENTATI ACTIV INDIANA 11472Ui1341071 
FLORES,EllZABETH VEIi LICENSING LICENSING 13S20S E OFFICE 99 SPANISH 

DAYCARE 
LICENSING 

REPRESENT AT I ACTIV WAUKEGA 11472161342041 

GILES.ANNA VE II LICENSING LICENSING l3443S E N OFFICE 99 SPANISH 

OAYCARE CHICAGO 

llCENSING 1911 S 
REPRESENTATI ACTIV INOIANA 114 72161341021 

GUEVARA.MARIA VE II LICENSING LICENSING 139897 E OFFICE gg SPANISH 

DAYCARE 
LICENSING ROCKFORD 

REPRESENTATI ACTIV FIELD 114 72161342011 

HOLOER,BALBINA VE II LICENSING LICENSING 130941 E OFFICE 99 SPANISH 

DAYCARE 
LICENSING 

REPRESENTATI ACTIV WAUKEGA 114 7216134204 l 

MEJIAS,RUTH VE II LICENSING LICENSING 131259 E N OFFICE 99 SPANISH 

DAYCARE CHICAGO 
LICENSING 1911S 

REPRESENTATI ACTIV INDIANA 11472161341041 

NElSON,MARIA VEIi LICENSING LICENSING 139997 E OFFICE 99 SPANISH 

DAYCARE 
LICENSING 

REPRESENTATI ACTIV WAUKEGA 11472161342041 

RICO.KAREN VE II LICENSING LICENSING 133444 E NOFFICE 99 SPANISH 

DAYCARE 
LICENSING 

REPRESENT All ACTIV ELGIN 11472161342041 

RODR1GUEZ,MARISElA VE II LICENSING LICENSING 111261 E OFFICE 98 SPANISH 

DAYCARE CHICAGO 
LICENSING 19115 

REPRESENTATI ACTIV INOIANA 11472161341051 
VILLAGOMEZ.LIZBETH VEIi UCENSING LICENSING 130170 E OFFICE 99 SPANISH 

DAYCARE ACTIV JOLIET 11472161342031 
VILLALOBOS,OENISE LICENSING LICENSING llCENSING 134153 E OFFICE 98 SPANISH 
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REPRESENTATI 
VEIi 

DAYCARE CHICAGO 
LICENSING 1911 S 

REPRESENTATI ACTIV INOIANA 11472161.341031 

lAKHEM,MARIBEL VEIi LICENSING LICENSING 135212 E OFFICE 99 SPANISH 

EXECUTIVE QUALITY ADMINISTRATIVE ACTIV 60E VAN 14033160800001 

RAMOS,MERCEDES SECRETARY Ill ENHANCEMENT SUPP 080823 E BUREN 29 SPANISH 

HUMAN 
RESOURCES SPRINGFIEL 

BELTRAN• REPRESENTAT, ACTIV 04W 19692160724010 

OSGOOO,YARELA VE EMPLOYEE SERVICES ADMINISTRATION 076240 E OFFICE 98 SPANISH 

HUMAN 
RESOURCES SPRINGFIEL 

REPRESENTATI ACTIV 04W 19692160724010 

GARCIA.HOLLY VE EMPLOYEE SERVICES ADMINISTRATION 074218 E OFFICE 99 SPANISH 

HUMAN CHICAGO 
RESOURCES 2020W 

REPRESENT AT, ACTIV ROOSEVELT 1969216072 2020 

lANG,STANISHA VE EMPLOYEE SERVICES ADMINISTRATION 074375 E RO 99 SPANISH 

HUMAN CHICAGO 
RESOURCES 2020W 

REPRESENTATI ACTIV ROOSEVELT 19692160722020 

MARTINEZ, YESENIA VE EMPLOYEE SERVICES ADMINISTRATION 072S14 E RO 99 SPANISH 
CHICAGO 

HUMAN 2020W 
RESOURCES ACTIV ROOSEVELT 19693160722020 

BONILLA,SUSY SPECIALIST EMPLOYEE SERVICES ADMINISTRATION 077075 E RO 99 SPANISH 
CHICAGO 

HUMAN 2020W 
RESOURCES ACTIV ROOSEVELT 19693160722020 

ORTl2,IVIA SPECIAUST EMPLOYEE SERVICES ADMINISTRATION 071722 E RO 99 SPANISH 

HUMAN CHICAGO 
RIGHTS 1911 S 

INVESTIGATOR ACTIV INOIANA 19776160510010 

CANO.NOE Ill AFFIRMATIVE ACTION INVESTIGATIONS 051S77 E OFFICE 99 SPANISH 

OFFICE ACTIV 60E VAN 30010166500011 

HERNANDEZ.MARIA ASSISTANT CHIEF OF STAFF RECEPTIONIST 6S1498 E BUREN 29 SPANISH 
ROCKFORD 

ALFARO· OFFICE ACTIV FIELD 30015163120081 

CAROIEL,MARIA ASSOCIATE NORTHERN REGION DIRECT SERV OFC CL£ R 31S4S7 E OfFICE 29 SPANISH 

CHICAGO 
1911 S 

OFFICE ACTIV INDIANA 30015165921011 

CRUZ,EVELVN ASSOCIATE OPERATIONS PROGRAM SUPPORT 591676 E OFFICE 29 SPANISH 

OFFICE ADMINISTRATIVE ACTIV MAYWOOD 30015166581021 
FLORES, VANESSA ASSOCIATE SERVICES RECEPTIONIST 657313 E OFFICE 29 SPANISH 

CHICAGO 
1026 S 

GALINOO OFFICE COOK CHILO ACTIV OAMEN 30015168970011 

GONZALEZ.ABIGAIL ASSOCJATE PROTECTION DIRECT SERV OFC CLER 890402 E OFFICE 29 SPANISH 

JUVENILE 
COURT 

OFFICE ADMINISTRATIVE ACTIV UNIT-NEW 30015166S10031 

HUERTA,VIANEY ASSOOATE HEARINGS UNIT PROGRAM SUPPORT 652417 E ANNEX 29 SPANISH 
NAPERVILL 

OFFICE ACTIV E FIELD 30015163350021 

IBARRA,ROCIO ASSOCIATE NORTHERN REGION DIRECT SERV OFC CLER 334019 E orncE 29 SPANISH 
DEERFIELD• 

OFFICE ACTIV COOK 30015164781041 

KELEMEN,OANIELA ASSOCIATE COOK REGION DIRECT SERV OFC CLER 476464 E COUNTY 29 SPANISH 

OFFICE ADMINISTRATIVE ACTIV ELGIN 3001S166S820Sl 

lUGO,LISA ASSOCIATE SERVICES RECEPTIONIST 652648 E OFFICE 92 SPANISH 

OFFICE ACTIV ELGIN 3001516334004 l 

MALAVE.ADRIANA ASSOCIATE NORTHERN REGION DIRECT SERV OFC CLER 334186 E OFF1CE 29 SPANISH 

OFFICE NORTHERN CHILO ACTIV ELGIN 30015168230031 

OOOM, YOLANDA ASSOCIATE PROTECTION DIRECT SERV OFC ClER 823177 E OFFICE 29 SPANISH 

ORTEGA- OFFICE ACTIV CHICAGO 3001S164884021 

MELGAR,lES8Y ASSOCIATE COOK REGION DIRECT SERV OFC CLER 489200 E 1026 S 29 SPANISH 
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OAMEN 
OFFICE 

SANCHEZ· OFFICE COOK CHILD ACTIV HARVEV 30015169120041 

SERRA TO,LORE NA ASSOCIATE PROTECTION DIRECT SERV OFC CLER 914670 E OFFICE 29 SPANISH 

CHILDREN'S 

OFFICE COOK CHILD ACTIV AOVOCACV 30015168990031 

TAPIA,JENNY ASSOCIATE PROTECTION DIRECT SERV OFC CLER 895661 E CENTER 29 SPANISH 

CHICAGO 
1026 S 

OFFICE ACTIV OAMEN 30015161372041 

TIRADO.ARACELY ASSOCIATE LICENSING OFFICE CLERICAL 130416 E OFFICE 29 SPANISH 

MOLINA OFFICE COOKCHiLD MANAGEMENT ACTIV MAVWOOO 30025168940001 

LASSALLE,ROSAMARIA COORO!NATOP. PROTECTION SUPPORT 892496 E OFFICE 29 SPANISH 

CHICAGO 
1911 S 

8ETANCOURT.VEAONIC OFFICE ACTIV INOIANA 30080165921131 

A SPECIALIST OPERATIONS PROGRAM SUPPORT 592462 E OFFICE 29 SPANISH 

JUVENILE 
COURT 

PARA·lEGAt ACTIV UNIT-NEW 30860160320051 

CALVILLO.JUAN ASSISTANT LEGAL SERVICES PROGRAM SUPPORT 030860 E ANNEX 99 SPANISH 

PUBUC CHICAGO 

SEIIVICE 1911 S 

ADMIN,-OPT ACTIV INDIANA 37015161120010 

COLON,LOURDES 6. HMN.SERV STRATEGIC PLANNING ADM NISTRA TION 117242 E OFFICE 99 SPANISH 

PUBLIC CHICAGO 
SERVICE 1026S 

AOMIN,-OPT ACTIV OAMEN 37015161S24B00 

MUNOZ.LUIS 6, HMNSERV CLINICAL PRACTICE CLINICAL MANAGER 151123 E OFFICE 99 SPANISH 

PUBLIC 
5£RVICE 2200 

ADMIN. - OPT CHILO PROTECTION ACTIV CHURCHILL 37015161810060 

PEREZ,CECILIO 6, MMNSERV SCA SCR SUPERVISOR 184885 E RO 99 SPANISH 

PUBLIC CHICAGO 

SERVICE 1026S 
ADMIN.-OPT fOSTERHOME ACTIV DAMEN 37015161372040 

REYES,MELISSA 6, HMN.SERV LICENSING LICENSNG 130406 E OFFICE 99 SPANISH 

PUBllC CHICAGO 

SERVICE 1911S 

ADMIN, -OPT CHILD PROTECTION ACTIV INOIANA 37015161810010 

THOMAS,AORIS 6, HMN,SERV SCR SCR SUPERVISOR 184058 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE 

ADMIN-OPT 1 ACTIV 60E VAN 37015162820000 

LOPEZ.DEBORAH GENADMIN COMMUNICATrONS ADMINiSl RAl•ON 280053 E 8UREN 99 SPANISM 

PUBLIC CHICAGO 

SERVICE 19115 

AOMIN•OPT l ACTIV INDIANA 37015160520000 

LOPEZ,JOSE GENADMIN AFFI RMA nvE ACTION ADM NISTRAl•ON 050119 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE AURORA 

AOMIN-OPT6 NORTHERN CH LO ACTIV REGIONAL 37015168231010 

ACEVEOO,ARIANA HUMAN (RCI PROTECTION CHILD PROTECt SLRV 825612 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE DEERFIELD-

ADMIN-OPT6 PERMANENCY ACTIV COOK 37015164781020 

CAMARILLO.JEANETTE HUMAN (RC) COOK REGION SERVICES 47S032 E COUNTY 99 SPANISH 

PUBLIC 
SERVICE 

ADMIN OPT6 EDUCATION/TRANS Tl ACTIV MAVWOOO 37015162210010 

CARR10N,LUIS HUMAN (RC) ON SERVICES ADM N1STRA TION 226219 E OFFICE 99 SPANISH 

PUBllC CHICAGO 

SERVICE 1026S 

AOMIN-OPT6 PERMANENCY ACTIV OAMEN 37015164884020 

JIMENEZ.MOISES HUMAN (RC) COOK REGION SERVICES 4809S0 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE NAPERVILL 

ADMIN-OPT6 NORl HERN CHILO ACTIV E FIELD 37015168260040 

MARTINEZ.EVELYN HUMAN {RC) PROTECTION CH , O PROTlCI St RV 824840 E OFFICE 99 SPANISH 
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PUBLIC CHICAGO 
SERVICE 1026S 

AOMIN·OPT6 ACTIV OAMEN 3701Sl61524890 
NAPOLES,ENOE HUMAN (RC) CLINICAL PRACTICE CLINICAL SERVICES 153494 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE 

AOMIN-OPT6 COOK CHILO ACTIV MAYWOOD 37015168940010 
NAVARRO,HIZELL HUMAN (RC) PROTECTION CHILO PROTECT SERV 898330 E OFFICE 99 SPANISH 

PUBltC 
SERVICE 

ADMIN-OPT6 NORTHERN OilLO ACTIV JOLIET 37015168240080 
NEGRON,IMARA HUMAN (RC) PROTECTION CHILO PROTECT SERV 823345 E OFFICE 99 SPANISH 

PUBllC 
SERVICE DEERF ELD 

AOMIN•OPT6 COOK CHILD ACTIV COOK 37015168860030 
PAREDES.MARIA HUMAN (RC) PROTECTION CHILO PROTECT SERV 887831 E COUNTY 99 SPANISH 

PUBLIC CHICAGO 
SERVICE 1911 S 

AOMIN-0PT6 RECRUITMENT & RECRUITMENT /RESOU ACTIV INDIANA 37015166760030 
RAMIREZ.BEATRIZ HUMAN (RC} RESOURCES RCE 674488 E OFFICE 99 SPANISH 

PUBLIC CHICAGO 
SERVICE 1911 S 

AOMIN OPT6 COOK CHILO ACTIV INDIANA 37015168850060 
REBOLLEOO,ANGElA HUMAN (RC) PROTECTION CHILO PROTECT SERV 884937 E OFFICE 99 SPANISH 

PUBLIC 
SERVICE 

ADMIN OPT6 CLINICAL ACTIV MAYWOOD 37015161524810 
ROMERO,LILIANA HUMAN IRCl CLINICAL PRACTICE COORDINATOR 1S6582 E OFFICE 99 SPANISH 

SENIOR PUBllC 
SERVICE SPRINGFIEL 

AOMINISTRAT CHILD PROTECTION 801036 ACTIV 0406E 40070168011000 
MARTINEZ,MARIO OR AOMIN ADMINISTRATION s E MONROE 99 SPANISH 

EAST ST 
lOUIS 

SOCIAL SOUTHERN CHILO ACTIV REGIONAL 41281168630021 
LUNA,VIVIANA SERVICE AIDE I PROTECT ON CHllO PROTECT SERV 863200 E OFFICE 99 SPANISH 

SOCIAL CHICAGO 
SERVICES 1911 S 
PROGRAM ACTIV INOIANA 41313166460012 

FRANCO.SARA PIANNER Ill CONTRACTS CONTRACTS 644299 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 
PROGRAM SPRINGFIEL 

PIANNER IV ACTIV 04W 41314166570031 
AIAVA2AREZ,MANOY IRCl AOVOCACV OFFICE ADVOCACY 658640 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 
PROGRAM SPRINGFIEL 

PLANNER IV CHILO & FAMILY CHILO & FAMILY ACTIV 04W 41314166591021 
BOHORQUEZ,CARLOS (RCI POLICY POlCY 6S2428 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 
PROGRAM SPRING Fl EL 

PLANNER IV CHllO& FAM LY CHILD & FAMILY ACTIV 04W 41314166591021 
BONEU UBERT,FLAV·A (RC) POLICY POLCY 653697 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 

PROGRAM 
PLANNER IV EDUCA TION/TRANSJTi STRENGTHENING ACTIV ELGIN 41314162230005 

CASTRO,VANESSA (RC) ON SERVICES FAMILI 224509 E OFFICE 98 SPANISH 

SOCIAL 
SERVICES 
PROGRAM SPRINGFIEl 

PLANNER IV ACTIV D4W 41314166570031 
CHAVEZ.RHONDA (RC) AOVOCACf OFFICE ADVOCACY 655983 E OFFICE 99 SPAN,SH 

SOCIAL 
SERVIC£S 
PROGRAM SPRINGFIEL 

PLANNER IV CHILD& FAMILY CHILO & FAMILY ACTIV 04W 41314166591021 
FELICIANO, DARLENE (RCI POLICY POLCY 657493 E OFFICE 99 SPANISH 
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SOCIAl 
SERVICES CHICAGO 
PROGRAM 1026S 

PLANNER IV RECRUITMENT & RECRUITMENT/RESOU ACTIV OAMEN 41314166760031 
GAACIA-MORA,SULMA (RCI RESOURCES RCE 679805 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES CHICAGO 
PROGRAM 1026S 

PLANNER IV RECRUITMENT & RECRUITMENT/RESOU ACTIV OAMEN 41314166760031 

PINEDA,PEORO (RC) RESOURCES RCE 676993 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 
PROGRAM SPRINGflEl 

PLANNER IV CHILD & FAMILY CHILD& FAMILY ACTIV D4W 41314166S91021 
SHETLER.NELIDA (RC) POLKY POLCY 653698 E OFFICE 99 SPANISH 

SOCIAL 
SERVICES 
PROGRAM AURORA 

PLANNER ,V RECRUITMENT & RECRU TMENT /RESOU ACTIV REGIONAL 41314166760011 
WONG.CARLOS (RCI RESOURCES RCE 679880 E OFFICE 99 SPANISH 

JUVENILE 
TECHNICAL COURT 
ADVjSORII ACTIV UNIT-NEW 452 521603200ll 

VERA,ADRlANA (RC) LEGAL SERVICES ADMINISTRATION 030085 E ANNEX 99 SPANISH 
JUVENILE 

TECHNICAL COURT 
ADVISOR Ill ADMINISTRATIVE ACTN UNIT-NEW 45253166510005 

MORENO.MARIA (RC) HEARINGS UNIT ADM N LAW JUDGE 652495 E ANNEX 99 SPANISH 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

l. POSITION TITLE 

DOSTING POSITION 

WORKING TITLE (IF ANY) 
BILINGUAL 

COOE 

Regional Position HB4295 Approval not needed 

POSffiON TmE 
OPTION CODE 2. POSITION NUMBER 

NEW/REVISEO POSITION 

Administrative Assistant I 

3.AGENCY 

Staff Assistant 

4. BUREAU/DIVISION 
l. 

29 ss 00501-16-05-200-01-99 
S.EKMT ti.WORK 7. A/t 
COD£ COUNTY AUTH 8. AUDIT 9. OFFla l,lst 

EXISTING POSITION 

NEW/REVISED POSITION 

Children & Family Services 

10.SECTION 

Diversity, Equity & Inclusion 

11. UNIT 

0 016 1 R N 

12. TRANSACTION CODE 13. EFFECTIVE DATE 

EXISTING POS1110N 181 MA021 ESTABLISH 11-01-22 

0 MA022 EXEMPT CODE CHANGE 

NEW/REVISED P05.ITION 

Office of Latino Services Administration 

0 MC024 POSITION NUMBER CHANGE 

0 MC026 CLARIFY 

14. WORK LOCATION 15. BARGAINING/TERM CODE 
RUTAN O MC027 ADDITIONAL IDENTICAL CHANGE 

EXEMPT O MC028 WORK COUNTY CHANGE 

EXISTING POSITION 0 MD021ABOLl5H 

0 MC149 DOWNWARD REAllOCATION 
NEW/REVISED POSITION 0 MC150 LATERAL REALLOCATION 

RC028 N O MC158 UPWARO REALLOCATION Chicago 

%OFTIME 
25% 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 

20% 

15% 

10% 

Position# 

1. Serves as staff assistant to the Chief of the Office of Latino Services 
• Performs special projects designed to assess service programs for cultural 

responsiveness and quality assurance outcomes within DCFS diversity 
programs 

• Provides input into the preparation and development of plans for specific 
program and statistical data collection, some of which may be sensitive or 
confidential 

• Analyzes existing operations 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 

2. Serves as liaison between the Chief and administrative and support staff, as well as 
staff within DCFS divisions, community groups, and organizations providing service 
resources to Latino children, families, and communities 

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

3. Coordinates the preparation, design, and publication of the Office of Latino Services 
newsletter and the publication of foster parent resource and initiative directories 

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

4. Attends regional staff divisional and team meetings outside of the office 

Page 1 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

% OF TIME 16. COMPlETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAl FUNCTIONS 

• Maintains current information regarding issues and needs affecting African 
American children and families 

• Drives or travels to various locations in the performance of duties 

10% 5. Represents the Chief in responding to correspondence and other inquiries 
• Independently prepares replies to requests and inquiries falling in area of 

assignment 
• Screens and recommends to the Chief the setting of priorities for handling 

incoming verbal requests and written correspondence, monitoring to ensure that 
attention is given to urgent matters 

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

• Independently answers routine inquiries for supervisor and independently 
develops materials for memorandums and reports, often of a confidential nature 

10% 6. Translates and interprets, both orally and in writing, for Spanish speaking clients 
regarding services available and the proper completion of forms 

5% 7. Oversees maintenance of appropriate records and files 
• Monitors to ensure that information is received and distributed in a timely manner 
• Maintains control of assignments 
• Alerts the Chief of significant deviations from standards and objectives 

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

17. POSmON TITlE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work. preparing, conducting and 
signing performance evaluations; effectively recommending and Imposing dlscipllnaiy action and adjusting grievances for the 
Incumbent of this position.) 

Public Service Administrator 37015-16-0S-200-00-99 

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

D Supervisor D Lead Worker 

WORKING TITLE (IF ANY) 

Chief, Office of Latino Services 

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

Position Title t Position Number No. of Incumbents or Funded Vacancies 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF 
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKllLS ANO ABILmES AND LICENSURE OR 
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN NO LONGER BE USED. 

Minimum Qualifications 
1. Requires knowledge, skill, and mental development equivalent to completion of four years of college, preferably 

with courses in public or business administration 
2. Requires one year of professional experience in a public or private organization, or satisfactory completion of an 

agency approved professional management training program 
3. Requires ability to speak and write Spanish at a colloquial skill level 

Position# Page 2 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, UCENSURE OR CERTIFICATION NECESSARY FOR niE SUCCESSFUL PERFORMANCE OF 
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS ANO ABILITIES AND LICENSURE OR 
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN NO LONGER BE USED. 
Preferred Qualifications (In Order of Significance} 

1. 2 years of experience serving as an administrative assistant In a public or business organization 
2. 2 years of professional experience serving in a liaison capacity for a public or business organization 
3. 2 years of experience serving as a representative of one's supervisor in meetings, conferences, etc. 
4. 2 years of professional experience conducting research and carrying out special assignments requiring the 

development or interpretation of programs and procedures in a public or business organization 

20. CONDITIONS OF EMPLOYMENT 

1. Requires the ability to pass a background check 
2. Requires possession of a valid driver's license and ability to travel 

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement Is tilll Intended to be all-encompassing or to address 
all responsibilities of the position. 
The Illinois Department of Children and Family Services is seeking an organized, professional. and results oriented 
individual to serve as Staff Assistant to the Chief of the Office of Latino Services. Under general direction, this position w~I 
perform special projects designed to assess service programs for cultural responsiveness and quality assurance outcomes 
within DCFS diversity programs. The position will serve as liaison between the Chief and various internal and external 
entities. The position will also attend regional staff divisional and team meetings outside the office and represent the Chief 
in responding to correspondence and other inquiries, while utilizing Spanish speaking skills in the performance of duties as 
appropriate. This position provides a great opportunity for someone who is detail oriented and interested in playlng a 
supportive role in the agency's operations. DCFS offers a competitive compensation plan, excellent benefits, and a 
pension program. The ideal candidate for this position will have excellent organizational skills and strong leadership and 
communication capabilities. We invite you to join our innovative team to help make a positive difference in the lives of the 
children and families of Illinois. 

22. ABOUT niE AGENCY/BUREAU/PROGRAM 

DCFS is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and 
supporting families. In every effort, from receiving hotline calls lo reaching family reunification or foster care and adoption, 
children and families are our focus. 

I DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE 

11/10/22 

Position# 

AGENCY HEAD SIGNATURE 

fv1ti,yc., D. S~ 

f3!JD~"'1~ 

Page 3 of 3 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

1. POSITION TITLE 
EXISTING POSITION 

NEW/REVISED POSITION 

WORKING TITLE (IF ANY) 
BILINGUAL 

cooe 
POSmON TITLE 
OPTION CODE 2. POSmON NUMBER 

Child Development Aide 

3.AGENCY 

Permanency Assistant 

4. BUREAU/DIVISION 

29 
S. EXMT 
CODE 

ss 07184-16-31-200-11-99 
6.WORIC 7 A/I 
COUNTY AUTH 8. AUDIT 9. OFFICE USE 

EXISTING POSITION 

NEW/REVISED POSITION 

Children & Family Services 

10.SECTION 

Northern Region Permanency 
1 11. UNIT 

0 101 2 R N 
12. TRANSACTION CODE 13. EFFECTIVE DATE 

EXISTING POSITION 

NEW/REVISED POSITION 

Operations 

14. WORK LOCATION 

EXISTING POSITION 

NEW/REVISED POSITION 

Administration 

lS. BARGAINING/TERM CODE 

18) MA021 ESTABLISH 06-16-23 

0 MA022 EXEMPT CODE CHANGE 

0 MC024 POSITION NUMBER CHANGE 

0 MC026CLARJFY 

RUTAN O MC027 ADDITIONAL IDENTICAL CHANGE 

EXEMPT O MC028 WORK COUNTY CHANGE 

0 t.10021 ABOLISH 

0 MC149 DOWNWARD REALLOCATION 

0 MC150 LATERAL REALLOCATION 

RC028 N O MC158 UPWARD REALLOCATION Rockford 

%0FTIME 
2S% 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
1. Serves as Permanency Assistant to Child Welfare Specialists 

20% 

20% 

15% 

Position# 

• Provides assistance in making arrangements of placements for children 
• Drives to transport children to and from placements, as well as for court hearings. health 

exams, medical appointments, counseling appointments, assessment etc. 
• Provides assistance with program activities for children, such as socialization, and 

monitors to ensure safety, emotional, and behavioral 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 transported 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 
2. Provides support to Child Welfare Specialist efforts to move youth to appropriate 

Permanency options 
• Assists in obtaining related vital statistic documents for youth 
• Assists in obtaining related medical information 
• Works with the assigned caseworker to provide support to youth and foster parents 
3. Provides support and feedback to the assigned worker regarding observation of child 

during a child parent visitation when applicable 
• Provides direct 1: 1 supervision of assigned youth while sourcing for placement 
4. Observes children and reports to the caseworker and/or supervisor any unusual 

behavior relating to the mental, social adjustment, and overall health of children 

Page 1 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
• Reports to the caseworker, supervisor, and/or OCFS Child Abuse Hotline any 

communication with children resulting in disclosure of child abuse and neglect 
• Documents observations in writing 

10% 5. Translates and interprets, both orally and in writing, for Spanish speaking clients 
regarding services available and the proper completion of forms 

5% 6. Attends and provides input into team 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 NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing, conducting, and 
signing performance evaluations; effectively recommending and Imposing disciplinary action and adjusting grievances for the 
Incumbent of this position.) 

Public Service Administrator 37015-16·31·200·10·01 
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A: 

WORKING TITlE (IF ANY) 
Permanency Team Supervisor 

D Supervisor D Lead Worker 

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

Posltlon Title Position Number No. of Incumbents or Funded Vacancies 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, llCENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF 
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR 
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN NO LONGER BE USED. 

Minimum Qualifications 
1. Requires any combination of education and experience which provides knowledge, skill, and mental 

development equivalent to either completion of two years of college and one year of experience OR three 
years of experience working with culturally disadvantaged persons in a social service program 

2. Requires ability to speak and write Spanish at a colloquial skill level 

Preferred Qualifications On Order of Significance) 
N/A 

20. CONDITIONS OF EMPLOYMENT 
1. Requires a valid driver's license, daily access to an automobile, and proof of vehicle insurance. 
2. Requires ability to pass a background check. 
3. Requires physical, visual, and auditory ability to carry out assigned duties. 
4. The conditions of employment listed here are incorporated and related to any of the job duties as listed in the 

job description. 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

21. POSITION POSTING/MARKETING STATEMENT: Information In this statement Is NOT Intended to be all-encompassing or to address 
all responslbllltles of the position. 
The Illinois Department of Children and Family Services is seeking an organized, professional, and results oriented 
individual to serve as Permanency Assistant. Under general supervision, this position will provide assistance in making 
arrangements of placements for children. The position will drive to transport children to and from placements, as well as for 
court hearings, health exams. medical appointments, etc. The position will also provide assistance with program activities 
for children and will observe children and report to the caseworker and/or supervisor any unusual behavior relating to the 
mental, social adjustment. and overall health of children. The position will also use Spanish speaking skills in the 
performance of duties. This position provides a great opportunity for someone who is passionate about children and 
interested in playing a supporting role in ensuring the safety and stability of children and youth. DCFS offers a competitive 
compensation plan, excellent benefits, and a pension program. The ideal candidate for this position will have excellent 
organizational skills and strong communication skills. We invite you to join our innovative team to help make a positive 
difference in the lives of the children and families of Illinois. 

22. ABOUT THE AGENCY/BUREAU/PROGRAM 

DCFS is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and 
supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption, 
children and families are our focus. 

DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE 

Position# 

AGENCY HEAD SIGNATURE 

/vfo.+-c, D. S~ 

6!J D~ /vf~ 

DATE 

09-19-23 
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l f.XISJlNG PaiI1(N ! ! □ MctrllAB'.)_:&I 

r-~Je.ASl:Df(Bllar-------i;.........---~--·-- : ·--~·1 g =~=-~ ' 
~l~ ~~~iffl\:!""""1"" ~; -· ., •• ,",_.,~ -,.,,",,~~~~d':g,;~~~ }~±~~"1W-'t-7W<t<'1<,%J 

t~m,~w-ft~ ;~ ~=~ -/ \ ~; -~ -l' .. : .. ~ ~ ~~~~ -~ ::Jtt~t~ftf:S.iiU1fi_$f;lb11;tWtt 
l 25% I Se1VeS as hid ProtEction Advanced Investigator [ 
l I • Menfl::>rs lower levet and/or less experienced specialists, providng guidance, ( 
1 I direction, and consultation on investigative aetivities ' 
! I • Provides input and assistanc.e in Jjanning, arranging, and conducting orientation and [ 
' training program; for staff ' 

• ReviE!v.s documentation of investigative contacts prepared by lower lev~ 
investigative staff for content of infonration gathered and other contacts that should 
have been made 

• Consults with supervisor concerning training needs fo:r indt\iidual staff based upon 
, . such reviews . 
i 25% ! 2. Receives and investigates a fuU range of reports of chitt abuse and neglect, including • \ 
! ! hlgh profile refX)rts or reix,rts of an advanced corrple~ity revel j 
i ! • Conducts Investigative interviews V\\ith rep:irters, s~ects, and other indMduats to i 
i ! obla in infbm'etion tor the deteminaition ot whether the report is 'l rdicated" or I 
! 1 ''unfOunded" i ! • On a rotating basis, assigned to 24 hour "on call" duty in addition to norrral 
1 i assignrrents, 1D ensum that services are ~vided as rrenceted by stall.ie and , 
~ ...... .-............. ... ..i ............ " ...... ······· .......... policy __, ................. _. .......... ._ ........ __. .......... _ ........................................ __.,.. .................................. _ ........................................ j 
: 15% l 3. Arranges for and attends mJffl.disd~ry and technical staff conferences ID assess \ 
l ....................... ..i ......... ,. .................. investigative.activities .................................................................................... ................................................ ~ .................. ~. ~ 
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~~~~~~~2~~ ~~~~~~-!!!~~ 1~~ ~~~Jiff~J1ffl!f!E~~iu~~2r2:::r:-iz;·:-:--:\!~£Lfil 
; \ • Serves as liaison -..vi'th other disciplines, agefl(ies, and com:nmity resources ' 

j • Interprets agency responsiblities to the corrm.mify; speaks before groups and 
·----- j . <>19.9nizations on the fss~.9-!S.~~gQ[I ___ . ___ ._ .. __ .... ~----······-·----·-~--·------· 
i 10¾ ) 4. Translates and interpre1s, bottl orally and in writing, for Spanish speaking clients ; 
L.,·····-···· ·-·-·-J· ___ .................... regarding services .available and the _proper conl)letton of fo11T6 ........................................ -................ : 
i.-.... 5% ....... J. ... .............. . 5 ..... on. a rotating basts •. serves.as. supervisor in.the supervisors .absence ......................................... ; 
j S°/4 [ 6. Directs the preparation of and reviews statistical data for the team and individuals : 
j [ assigned to the team for cotll)liance of the data to Departrrert operational guidefines I 
i I • Alerts the supefVisor to issues hlghltghted by the statistical data ! 
L .. -... ··•·-·-·-·-.J .-.. ·······-·· ............ • ._ .. Recorrn-ends to the supervisor changes. based Jp:>n statistical. data ............ _ ................... _._ j 
I 9% t 7. Attends and provides input into Department staff rreetings with regard to follow-up ! 
i I issues on "indicated" child protection reix:,rts I 
i I • Consults v.iith Departrrent permanency staff regarding subsequent investigations on ! 
(........... ... .........! ..................................... farrilies. currently being served by theDepartrnent .............................. _ ................................................ ! 
l 5°/o j 8. Transports clients "'1en taking protective custody, when ptaclng them in substlt.ute care, j 
! j arxl 'M1en changing place,rent location 1 

i • Transports clients to appointrrents (i.e., court hearings, rreclcal aWQintrrecflts, l 
! cou~fng sessions, police station, etc.) and to necessitate the delivery of client j 

I • • i 
, r services i 

: 5% 1 9. Perforrr6 other duties as required or assigned 'Mlich are reasona~ within the scope of 1 
1 l the dUies enurmrated above l 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS~104 
POS1TION DESCRIPTION 

lffil~~:m·: '.•cm
6
:·:::]~4tmrl,J~B1-,~~~11¢.11m~n':~(~&ff!!!~~~!_fflWtfl 

j;\&I~ W.ORKiOE. IS, •... . •.. -i-~c~lfl"'-~"'"'n~'!'.'-1.\'>..,~ VJM:n',J/~~~~zyn~'.:'ifm:i,;:--:;:~.:..-;.:i{ 
f ~ ,:.i::r-tl;li:;i.l'Ati"" ~,~~¥ ''mi&.r,un.lM'ni".:;,lili-'i,i:l"irl(~IB.li: '" . ~ ,.,,,.,,.,, ~~w,-,.=-·"'"·''•·' - ~-
i>~~UtJ.~l\i/f'{~PEnufl ·•*•-~v~-rb~,;~""-)' . ~ ,BS>l:i,~:~t~,=f:;::?/&i:LY.'.S:.~-~l 

1. Preferably requires a master's degree in social work: OR requires a masler's degree fn a related human : 
servlce field. in aiminal justfce, aiminal Justloe adminfslration, or law enforoemellt and one year of dtrectly ! 
n~lated professional experience; OR requires a bachelor's degree in sociat work and one year of direcily 
related professioo.al experience: OR require$ a bachelor's degree in a related human service field, in criminal 
justice, criminal justice adrninisttation, or law enforcement and two years of directly related professional 
experience 

2. Requfre-s the ability to speak and write Spanish at a colloquial skill leve.t 

The college or university Issuing a bachelo(s Cl( masters degree must be accredited, and the degree program in 
social work must be approved by the Council on Sociat Work Education 

Preferred Oyaliffcations Un Order of SJgniflcancel 
N/A 

Position# Page J of:! 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

rEXISTING POSITION • 

l : , r NEW/Ri;VISlO POSITION ........ _,_._. ....... _______ ·r-·-- ·--•---.-•··--·-----··----··-·-·-·-·-·-~-·--·· , ... . 
j Child Welfare Admin Case j Administrative Case j 
! Reviewer 1 Reviewer Floater l 29 

CMS-104 
POSITION DESCRIPTION 

l [XIST!NG POSiTION ! j ! l 
i NEW/AE,1tOPOSO,ON-··········· • • •••••• +····.······-·- ········ --·- " """ •••..•••.•••. i - 1-••--+ -·+·····•••·-•"•"··· 

i Children & Family Services j Qualit Enhancement r O I 101 1 2 l R i 
' ' 

EXISTING POSITION j O MA021 ESTABLISH 11-01-21 
! ' '··- - ····-···· ...... .............. ,' 
' \ 0 MA02'.l EXEMPT COOE CHANGE 

NEW/R, VlSED POSITION • ·· ···t·~=~=,-·.·,.·.··ww·.~-~~~www~~ .. -·······1 □ MC024 POSITION NUMBER CHANGE 

Northern Re fon j 181 MC026 CLARIFY 

0 MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 

i EXISTING POSl'NON ~ 0 M0021 ABOLISH 

[ ~ 0 MC149D0WNWAROfl£All0CATION 
; • .,,, .... .. ................................ •.•1'~♦•.-. ..... ,.. .......... ............. ................. - .................... i ..... ..., ....,. ................................ ............. L, ••• • •• • ·!• . .. .. ·•··••·••;: 

: NEW/REVISED POSlnON : ! l O MC1SO IATERAl REALLOCATION 
: ! ! ~ ~ 

I Rockford i RC063 i N [ D MClSB UPWARD REALLOCATION ) 

~~lWl .• 1m· • l\~w%1•~n'i<'\l't~tJr..'ii~1:.ttt~ti,~~'j•#~Jtttal)~l1r1l~~t~'ffii)i~---•~~m\m 
~a~~~q.~~ .... .;t,;.;~J?t.\'..t..~~,~~~~«-~--~~i~~~{{~,..~~~~,.;:,~,""~"" ...... ~'"""'~~~~ ...... ~~,.J..'l~~~~~~~~~~~ 
f 30% t 1. Serves as Administrative case Reviewer ! 
i i • Serves as floater in the offices of the region ! 
l • Within area of assignment, evaluates and determines case eligibility ! 
l • Reviews and evaluates case plans to ensure that they reflect a "best Interest of the j 
i chlfdR criteria, which Involves children in out-of-home care ! . \ 

l • Exercises authority to amend, change, or restructure those case plans that do not ! 
\ ensure reasonable efforts for family reunification, where appropriate, and those that ! 
l do not address the needs of the family and/or child as related to the safety, well- l 
1 being, and permanency of children and families ! 
i • Determines whether case plans are in compliance with all applicable federal and l 
l state laws, administrative regulations, Department Rules and Procedures, court l 
i 1 decrees, and other legally-binding mandates ! 

t .~~····-····-······l················~············ .. ·· .. r~:;:~~;~-~'.~~. ~:~~:~~~:~~~~~:~ .. ~~.~~: .. ~:~ .. ~ .. :~:.,:~:~.:~:.:::~~: ................ ! 1 20'6 l 2. Manages the case review process, which Includes monitoring participation, convening \ 
l and conducting the review, maintaining focus of the group, Interpreting policles and j 
l rules, and clarifying the rights and responsibilities of all attending participants ) 

L .... 
2
°" _J ................... 

3
• ... ~:r~~~:.~.=:1n:°:~1[~~~~~::=t~~rback ... .J 

Position# Page 1 of 3 



................................... _.............. . ........ --,_. .............. --.~ 

CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

tt~"'~)"''»•~r~~~""~~:i·n1,w.~~'lt~~~~~~~'t.~~~'°®.l"""'-~~~'l),.~~~~~~ ~~~ l~~tlM-.~fl~'lllt•~~~e .... ~~,~~eil1..'lt~~~!ltWJ1~~~~~~t1i~~~~~~~~ 
1 ! • Reads and responds to email ) 

' • Maintains pre•scheduling calendar ' 
• Provides vital feedback and summary reports to administrative staff on sensitive or 

difficult cases to ensure timely attention and/or problem resolution 
• Alerts supervisory and administrative staff to vital case Issues requiring intervention 

~ -~ ·---······ .. L . , __ ....... '".· ......... • ..... Conducts spec;ial _reviews_ on. difficult c~ses ......... -,............... . ............. ..................... ........ .. ......... ..! 
, 10% l 4. Translates and interprets, both orally and in writing, for Spanish speaking ciients i 

I· ····· -5% -~· j --••.-. ...... 5.w.·~~pl~~~s8a~~~~~~=~~3.:~i!~~s
1
~~ iheiro'p:ri;~~•~;p~a~~~~sservice· plan and-·•· AN ·-J 

i i provides written notice of appeal rights; provides input into any appeal of his/her j 
! ................. ~ _J .. .... -............... decisions regardinH. serviceP,lans·~-~··-- ·~·ww ·- .. •. . -·- .,-~-·-··- ·~ ., _ .. , .. , .. .w.-, ....... - .. ~-·•--··· i 
j 5% l 6. Monitors the implementation of Departmental policies regarding case planning and j 
i service delivery j 
\ • Makes recommendations for amendment of policies regarding the areas of case ) 

planning and service delivery • 
• Identifies in writing any service-related issue, gaps in service provision, and 

systemic barriers to service and/or permanency, including certain compliance 
statistics 

···········t:· ~~R::r~;!;~~;nt:st~·nt'i~:~~~==:.=~~l;:····· 1 

• Incorporates new initiatives and policy changes into the practice of existing protocol 
and procedure 

• Attends Division and Unit meetings and all required, assigned, or recommended 
... .. ............ .......... t.r~iQ!.~lL .................. ................. "_....................... ... ............................................ . ................................................. , 

8. Performs other duties as required or assigned which are reasonably within the scope of 
the duties enumerated above .. •• ~<i.'&. •• 

l Public Service Administrator 37015-16-08-700-10·01 

l O Supervisor O Lead Worker 
: 
~HH_ ......... _.. •• , • ._oHo♦♦-······· ·---~-...... ..-•-····--·-· .. - .... -<1 

[ NOTE: Supervisory or lead worker responsibilities m111t be described in a detalled duty statement(s) with a time 
j percentage(s) allotted. If a box was checked above, 11st position title, position number, and number of subordinate l incumbents or authorlzed funded headcount. 

l Minimum Qualifications 

Position# Page 2of 3 
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ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

equlres possession of a master's degree In social work or In a related human services 
Requires four years of professional experience In the field of child welrare 

tSnowledge, Skllls, and Abilities 
1. Requires thorough knowledge of social work theory, principles, techniques, practices, and their appllcatioo 

under various and dlfficult conditions 
2. Requires thorough knowledge of stale and federal laws, associated rules and directives, and agency 

requirements pertaining to permanency planning 
3. Requires skills in negotiation and conflict management and ability to give effective consultation and instruction 

related to professional social casework 
4. Requires abOlty to analyze social service systems, identify problems or dysfunctions, and prepare 

recommendations for solution 

Requires ability to pass a background che 
Requires abHity to travel and possession of a valid driver's license 
Requires ability to speak and write Spanish at a colloquial level 

) The lllinofs Department of Children and amily Services is seeking an organized, professional, and energetic individual to 
I serve as Administrative Case Reviewer. Under general direction, this position will evaluate and determine case ellg\bility , 
j and review case plans to ensure that they reflect a "best interest of the child" criteria. which Involves children in out--0f-home j 
\ care. This position will serve as a floater in the offices of the region. The position wm manage the case review process, l 
f which Includes monitoring participation, convening and conducting the review, maintaining fooos of the group, interpreting l 
j policies and rules, and clarifying the rights and responsibilllie~ or all attending participants. The posmon will utilize Spanish [ 
f speaking skills in the performance of duties. This position provides a great opportunity for someone who is passionate 1 
1 about children and interested in ensuring the stabHlty and well-being of children served by the Department. DCFS offers a } 
1 competitive compensation plan, excellent benefits, and a pension program, The ideal candidate for this poslllon will have 1 
1 excellent organizational skills and strong leadership capabilities. We invite you to join our innovative team lo help make a l 
L~itlve difference In the llves of the chi!dren_and ~~_,:nUies of Illinois. = 

l OCFS ls deeply committed to the weifare and protection of children. Our goal Is to protect chUdren by strengthening and 
l supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption, 
1 9hildren and families are our focus. 

Position# 

l 
• -~--Jl~ltt·;J 
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CMS Illinois Department of 
CENTRAL MANAGEMENT SERVICES 

POSITION DESCRIPTION 

1. POSn10NTITLE WORKING TITl£ (IF ANY) IAIQIIII 
0,0. ~~ 2. POSITION NUMBER 

EXtaarlg Pcsilion 

New/Reolllsed PDsldcn 
Child Welfare Advanced Specialist 29 ss 07215-16-13-720-11-99 
3.AGENCY 4. BUREAU/ DIVISION 5.ECMT I.WON< 1M IJIUIIIT 

...... --
CXICle ,.....,IV f,UIH, USI! 

EJdatln; POli1ion ~-
Children & Family Services Reaulation and Monitorlna 0 016 y R 
10. SECTION 11. UNIT 12. lRANS.\CTION CODE 13, EFFECTIVE DA"fE 

E>dsling Position 10-16-14 

NewtRMldPoollion 

Licensing Foster Homes 0 MA021 ESTABLISH 
0 MC022 EXEMPTCODECHANGE 

Rlil,n 0 MC024 POSmON NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM cooe e..111'1 181 MC026 CLARIFY 
ExlsllJg Pos!Uon 0 MC027 AOOmONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOl.lSH 

NM/ReY!Md Pcsillon 0 MC149 DOWNWARD REALLOCATION 

Deerfield RC063 N 0 MC1!l0 LA'IT:RALREALLOCATION 
0 MC158 UPWARD Rl!AU.OCATION 

o/oOFTIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
Under direciion of the Foster Home licensing Supervisor, performs a variety of foster care licensing related 
tasks in accordance with Department rules and procedures, including high profile cases or cases of an 
advanced complexity level; menton; lower level/less experienced specialists; supports, assesses, prepares, 
and monitors to ensure that foster and adoptive families and their home environment meet required llcensing 
standards; integrates and coordinates required pre-service training into the assessment process; assists In 
coordinating the foster parent support specialist and develops foster homes; monitors licensed foster and 
adoptive families to ensure continued compliance with licensing standards within an assigned office and the 
Child and Adolescent Local Area Network (C&A LANs); on a rotating basis, serves as supervisor in his/her 
absence; translates and interprets, both orally and in writing, for Spanish speaking clients. 

25% 1. Manages a full range of cases, including high proflle cases or cases of an advanced complexity level; 
completes the required assessment to ensure that famlies meet □CFS licensing standards and are 
prepared to care for children; integrates and coordinates required pre-service training into the 
assessment process; introduces new families to field/adoptive staff for future utlllzatlon; renews 
licenses at required intervals; responds In a timely manner to all address change applications and 
new entity applications, as well as Interstate Compact for the Placement of Children (ICPC) requests 
and Home of Relatives (HM R's) applications; drives to various locations in the performance of duties. 

20% 2. Coordinates with other units and staff, including the Office of Training and Development Services, 
caseworkers, investigators, recruiters, and foster parent support speciallsts: provides support and 
strengthens Department relationships with foster parents; monitors licensed foster or adoptive homes 
to ensure the home Is in compliance with licensing standards and assists families in resolving 
compliance issues: amends Individual licenses relative to capacity, age ranges, etc. 

20% 3. Mentors lower level and/or less experienced speclallsts, providing guidance, direction, and 
consultation to lower level child welfare staff with assessment, planning, crisis situations, and other 
various processes of their work; provides input and assistance in planning, arranging, and conducting 
orientation and training programs for staff. 

10% 4. Translates and interprets, both orally and in writing, for Spanish speaking clients regarding services 
available and the proper completion of forms. 

,n: (ii) re n MlEr. 
l~OROFCMSSJi~ 

IMM!:DIA TE SI 'I ~OK~IGlll'-1YRE:I -1::, I GENCY HEAD SIGNATURE DATE 

,.->~ I I OCT 2 4 2014 I ~ II_ - J{_ - A _ 
I~ -.:!':-Jc./ i . 

C ~•l'j\~,• rt ..J-1 
.... ov 

T 11/ft,{,t.j., By 



16. (CONTINUED) 
%OFTIME 

5% 5. Consults with DCFS staff and C&A LAN's with recommendations about the selection of foster family 
resources that best meet the needs of children, including recommendations for support services to 
maintain the resources. 

5% 6. Conducts investigations relative to complaints about licensed foster/adoptive homes in accordance 
with the Childcare Act; identifies issues and assists families in developing corrective action plans; 
makes recommendations for licensing enforcement when appropriate. 

5% 7. Provides/maintains reports, statistics, records and documentation of activities on a monthly basis or as 
needed; utilizes an automated system for tracking development of foster/adoptive resources. 

5% 8. On a rotating basis, serves as team supervisor in supervisor's absence. 

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 OF IMMEDIATE SUPERVISOR (Responsible for ass'gnlng and revleVt'tng work, preparing, conducting and signing 
peifonnance evaluations; effecUvely recommending and Imposing dlsclpllnary acllon and adjusttng grievances for Iha Incumbent of this position.) 

WORKING TITLE (IF ANY) 
Public Service Administrator 37015-16-13-720-10-01 Foster Home Licensing Team Supervisor 

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

0 SUPERVISOR OR 0 LEAD WORKER 

NOTE: Supervisory or lead worker re1ponslbll1tl .. IDll.l1 be dttcrlbed In a detall1d duty 1tatement(1) with a time perc:entaga(s) allotted. 

If a box was checked above, list position tlUe, posldon number, and number of subordinate lnwmbenls or authorized funded headcount: 

Poslllon Title Position Number No. of Incumbent or Funded Vacancies 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, UCENSURE 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. 
Requires a master's degree in social work plus two years of directly related professional experience as a Child Welfare 
Specialist or Child Protection Specialist in the Department of Children and Family Services; requires possession of a valid 
driver's license, daily access to an automobile, and proof of vehicle Insurance; requires physical, visual, and auditory ability to 
carry out assigned duties; requires ability to speak and write Spanish at a colloquial sklll level. 

The college or university issuing a master's degree must be accredited, and the degree program in social work must be 
approved by the Council on Social Work Education. 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

1 1. POSITION TITLE 
.. · - ·----- .. 1 -· - • -

1 

• -·, 
i 

EXJSTING POSITIOrt 

- -- • - + l- -· 

':SS ! 07197-16-15-600-07-99 l 
~ ~_tlild ~~!!!~r! Nu_~se Sp!:i~l~t J .~.e~i~~~I N_!!!'_Se 29 j 
L3·~:N:! _ -·· ·····-· . - · 4.BUREAu-,o-lVJ-SI_O,_N ________ ......... ~~~;;:· ~;:~-=~?A~~-~i-i~-~~= •• 
j EXISTING POS1TIO~ ! ! 
I . . ~-------;_ - ·--·· ~ -- 4 ·· ·t ----- --- • 
I NEW/R(VISED POSITION I • I 
't! C~e~ F!~lly __ S~'{ltef. ! CITi~l-~r<!ctice ---~~~-L.1 _l R_ • _ ___ -~ . _, 

10; SECTION 11, UNIT 12. TRANSACilON CODE 13. EFFECTIVE DATE 
i EXISTiNGPOSITION-- - -----,- •• 1 • • _ . .. --- - ,· - ---- --··"' 

[ 0 MA021ESTA8USH !.. ___ 02~~~~1 

- ·- - ·-, 

Office of Nursing Services . Administration 
r - - - • -•----+- .. - T • 

; 14. WORK LOCATION • 15. BARGAiNING/TERM CODE 
~ . 

,____ -·· ·- . -
EXISTING POSITION 

.... . r - - - ---- --- - . ---

I O MA022 EXEMPT CODE CHANGE • 

• 0 MC024 POSITION NUMBER CHANGE 

181 MC026 CLARIFY 

RUTAl\1 I O MC027 ADDITIONAL IDENTICAL CHANGE 

• 0 M0021 ABOLISH 

NEW/REVISED POSITION• 

--~=~~-1· 0 MC028 WORK COUNTY CHANGE 

. ··-···-· ----------~'.--·--- 0 MC149DOWNWAROREALLOCATION 
. 0 MC150 IATERAL REAllOCATION 

Maywood RCD23 N j O MOSS UPWARD REALLOCATION , 

:%· OF TIME -1!. CO~LEt~ ~~R.Ri~:iJNf~ccuii'Ai STATEMENT QF POitTIONESSENTI~ FUNCTIONS~-: __ _..:._ . __ .:.. ___ :: ·~ •• =--~ 
20% 1. Provides consultation and analysis on health-related concerns in investigation reports, 

complex health care records, and other related materials 
• Provides interpretation of health care records, findings, and applk:atlon of the 

treatment plan 
• In the presence of the assigned caseworker, consults with biological parents, foster 

parents, relative caregivers, or residential providers regarding health-related 
concems for children with special health care needs 

• Provides Input Into the treatment plan with the child caregiver and worker via 
staffings and Clinical Intervention Placement Preservation Teams 

• Evaluates the implementation of health-related treatment plans 
• Serves as a liaison for the clienUfamily with community hospitals, child abuse and 

neglect teams, fatality teams, and community physical and mental health programs 
• Works directly or indirectly with staff, caregivers, and providers to provide 

information that will facilitate the resolution of health-related problems interfering 
with essential health care 

• Testifies in court regarding the explanation of health care records, specific 
conditions, specific treatment plans, etc. 

• Upholds the Illinois Nurse Practice Act and the Nursing Standards of Practice in the 
I performance of duties , 
L_ ________ - · --···· -- -· __ !. .. . .P.r!ve~ ~o "'.8riQ~s. IP.?~~r:i.~ifl t~e perforn:i!.n~ of dutie_s _____ ·-····- - ·· _____ J 
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CMS ILLINOtS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRJPTJON 

.... --- • • - - ,. __ .,.. ... .. - --· - .. ~-- - - · • - ... - .. - .... - - -- -- --·- ~ - • • ;. .. ----.,p- - ..-: • .,. .... . ,N "'i - .,.. - - · · --- · -~ 

"OFTI~~ .!!:£QMflETE~UR[!_ENT AN~_{'CCU.M,.1JWJ.IB_~NTQf.!_Q.S1.TIQN f51E[l:l~FU~CTIQ.NS _ ..• _ . - ... _ 
15% 1 2. Provides updated information relative to referral procedures and other protocols 1 

! : Involving community health care or health related services 

10% 

10% 

10% 

-
10'6 

5% 

.. 

• Checks Health Passport information in the Statewide Automated Child Welfare , 
Information System (SACWIS) 

• Develops written communication, information memos, and notices to Department 
staff regarding community health services are provided to Department youth in care 

• Submits reports on the adequacy of health care services and fhe availability of 
~. _-···· ___ providers to meet heatth_care needs ·--••·-····· ... . __ _ ---------·-◄ 

3. In collaboration with the Department's Healthworks networks and assigned skilled, • 
residential, and acute psychiatric facilities, provides quality assurance monitoring to ! 

ensure that health care services are provided to Department youth in care 
• Submits reports on the adequacy of health care services and the availability of 

providers to meet health care needs 
4. Translates and 1nterprets,-both. 01-a°ffy and In writing, for Span[sh speaking clients about 

services available and the propef_~mplet!.Q.n . .?1 forms . . . __ __ . . .. _ . __ 
5. Provides input into staffings, Clinical Intervention Placement Preservation (CIPP) 

Teams, Peer Reviews, Expanded capacities, clinical placement reviews, and the 
evaluation of health issues of youth in care in permanencY._planning 

6. Through quality assurance monitoring initiatives, assesses and evaluates the delivery of 
health care services 
• Ulilizes research tools to draft reports, presenting findings and recommendations to 

Clinicaljl,1anagers and the Chlef_Nurse ____ . ·- - ______ _ 
7. Develops and conducts bi-annual in-service training sessions for professional staff, 

caregivers, and providers, presenting information regarding identified health related 
__ . _ _ ·•- · _!~~u~ ~!!.~. ~-~El!~~_c_are_!~.rvl~. _ . . . . ... __ . . ... 

8. Provides input into special studies and projects 
• As requested, serves as a consultant to professional staff regarding permallency 

planning for children with special health~care needs _ . ·• 9. Performs other duties as required or assigned which are reasonably within the scope of 
the duties enumerated above 

, ' ., ..... · · -•·• •-,~· -- .. - ,.- .· ·· , .;:.·· . .. ,_,,.._ . ~ ,.,.. - ... -..,, -l .• ; ;. ,.,, · "' • -•~ ' ' , 

17. POSITION Tilt£ ANO NUMB.ER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing, conducting and 
I slgnlng performance evaluations; effectl','.e1y recommending and Imposing dlsclplioary action and adjustlng grievances for the 
\ incumbent of this position.) • _.... _. _ . . . __ _ __ -·· [ WORKING TITLE (IF ANYl . ... _ _ . _ 
, ~ubllc s~r:,,icE:,.Adm]~)~t_rat~~ 37~!S·1~•15-600-00·01 -~hi! f ~-urse . . E 

~ 1!:_CH~~~.WJ A_!'P,RO~~IATE BO_){ IF THIS ~OSITION IS A: .. _ . _ - · ------------ -··- ·····--·-···- .. . ~ 

D Supervisor O Li,ad Worker 

IIJOTF: Surervisory or le<!d w~f'l(e.- rn•rnns!M!itie~ !Y\.l.!~l t,p r1escribed in a detailed ~ t•iv ctaterroerit{;.) with i> tin,,:_, 

percentage(s) allotted. If a box was checked above, list position title, position number, and number of subordinate 
incumbents or authorized funded headcount. 

l . ~~-_-~1ii~~Tid~ • Position Number 
' . - -r 

No. of Incumbents ot Funded vacancies 
~ ·-----------, 

! c- I 
~--··- •• , -··· ·c .······- ·- ···- - -_-____ -__ ···_·-...... e-_·_··-_ -_-_-_-_·-_-- - ------·-·· --·····-•-··-·( 
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CMS ILI.JNOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

L ~~ . -Yj,cii 1t"To;-11tie-=- • ~--- • ------ ;·-:--P~~~rnb,r. • No, of. Incumbents or Funded Vacancies --""I ,-- - - l . . --- ---·-;-·- ___ -~- . 
·ris, SPEOALIZfD KN0WLfOGEs::sklru:--ABlllTl~S';1lciNSURE OR'.ceRTiflCATio~ ~SARY.FORTHisliffissFliLPmFORMANCEOF, ' 

THE WORK OF THIS POSITTON. NOTE: SINCE lHERE ARE NOW SEVERAL OPTIONS OF. SKILLS AND ABILITIES ANP UCENSl:IRE OR 
f-:CE_!Tif.1~~.fl~ l!?_li?!,i}~ O_fl] g ~t?!~.PS..t.. ~ P~~.J "~~E ~-SPECIFICATION" CAN NO LONGER BE USED. ~ j 
i Minimum aualjfications 

1. Requires one of the following: (a) graduation from an approved nursing education program resulting in an 
associate or diploma degree in nursing and three years of progressively responsible professlonal nursing 
experience; or (b) a bachelor's degree in nursing and two years of professional nursing experience; or (c) a 
master's degree In nursing 

2. Requires llcensure as a Registered Nurse in Che State of llllnois•copy of certificate required 
3. Requires current CPR (BLS) certifii:;ation-copy of certificate required 

Knowledge. Skflls. and Abilities 

07197-16-15-600-07•99 

20. COND1TIONS OF EMPLOYMENT ,. • 
~ - - · ··- ➔ -·· - ..;_._ - - · - - - - --· - · -1. Requires abOity to pass a background check 

t _ _ , ....,.. _ .. "" II' 

. . ' •· j 
---- -·- ------ ---··--- - ---

2. Requires ability to speak and write Spanish al a colloquial skUI level 
.... .., ~. Lfeq_u,i!_es p~s~ession ;>fa ~al_i~ d~I.".!!,!~ ~ce!!se_ ~~~ -~~~ity_l? ~ .ve.!.._ .. _ _ .. _ ... _ ~ _. .. _ _ _ -'( 

l~~·r:o~~~:~~:;::,~~~~G ST~~M~N~: -l~f:.:t~n~ ~'.~~me~s Nq~ ln~ende~: be a~--~nco~~:S'"' : -to add:•~~ 
1 

The Illinois Department of Chi'dren and Family Services is seeking an organized, professional, and results oriented 
individual to serve as Regional Nurse. Under general supervision, this position will provide consultation and analysis on 
health-related concerns in investigation reports, complex health care records, and other related materials. The position will 
also consult with biological parents, foster parents, relative caregivers, or residential providers regarding health-related 
concems for children with special health care needs and provide Input into the treatment plan with the Child caregiver and 
worker. In addiUon, this position will serve as a liaison for the cllenVfamlly with community hospitals, child abuse and 
neglect teams. fataHty teams, and community physical and mental health programs. This position provides a great 
opportunity for a compassionate medical professional who is focused on ensuring that children In the care of DCFS receive 
the best health care possible. DCFS offers a competitive compensation plan, excellent benefits, and a pension program. 1 
The ideat candidate for Chfs position will have exemplary medical skills and strong communication skllls. We invite you lo j 

'. ·0In our innovative team 10 hel make a ositive difference in the lives of the children and families of Illinois. 
- - ~~ •• - .~ ..... . . . ..c•• --WWW ::..-:-·--.....-::.=--.---,..-~ ..... '<;· • --.-:-•-~'·•~ U:: . ....... -~ .,,..,~ ... -· ~ 

22, ABOUT THE AGENCV /BUREAU/PROGRAM 
- - - ,. - •• • -· .Je!,,..,, ~-- -- - - - • ·- --·-- - --n ... . _ ,, • · - • - • - ' • - - - - · -

: DCFS Is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and i 
I supporting families. In every effort, from receMng hodine calls to reaching family reunification or foster care and adoption. , 
1 chHdren and families are our focus. 

~••c'!_ORo;a.,t;"i~:· ~~r ;M~DIA~iif .. ~Soii~ .. ~~~-3~ci~~•!U1' _:_:_:,__!!"!' j 
'.._ • • • o.~~-(J~ ••~- •-- - - -- --- M• ~ .J;/ii,l,~,PJIJ4 • 
I>~ c1--J ,,le), CrJ.1,,t~, 

Positionn Page 3 of 3 



·CMS Illinois Department of 
CENTRAL MANAGEMENT SERVICES 

POSITION DESCRIPTION 

1. POSmON lTTLE WORKING TlltE (IF ANY) ...... -·- 2. POSITION NUMBER - ---~,-
07217-16-13-7 49-49-02 

--Pooilion 
Child Welfare Senior Specialist 29 ss 07217 -16-13-7 40-31-99 
3.AGENCY 4. BUREAU/ DMSION S.flCMT ·-- 1 .... 

IALCIIT -~ .. ~ 
~ AUTH, UIE 

C0Ulf1\' 

ullirlOPoelliOn 

~--ilicn 

Children & Family Services Monitorina/Qualitv Assurance 0 016 y R 
10.SECTION 11. UNIT 12. TRANSACTION CODE 1:J l!FFl!CTIVE D"TE 

~PGllilicln 
06-16-07 

NMlffi!Mdl'otitlon 

Residentia! Monitoring □ W.021 ESTABLISH 
□ MCD22 EXEMPT COOE CHANGE 

ltutllft li!I MC024 POSmON NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM cooe ~ li!I MC028 CLARIFY 

~Pooillan □ MC027 ADOmONAL IDENTICAL CHANGE 
0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOLISH 

N-IOd Pooiliao\ 0 MC14t DOWNWARD REALLOCATION 

Cook County RC-63 N 0 MC160 LATERAL REALLOCATION 
0 MC158 UPWARD REALLOCATION 

OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
Under direction, provides experienced professional child welfare services involving residential care programs 
for children and youth with special needs; conducts on-site assessment; provides oversight and consultation 
to Placement staff regarding services delivered to wards in institutions and group homes; provides input into 
quarterly cllnlcal staffing; reviews length of stay data and achievement of step-0own plans; monitors 
corrective action plans; ide11tlfies patterns of performance problems requiring Department intervention; 
translates and interprets, both orally and in writing, for Spanish speaking clients; conducts site visits during 
evening, weekend, and overnight hours as assigned. 

20% 1. Provides experienced professional child welfare services Involving residential care programs for 
children and youth with special needs, reviewing and evaluating programs to ensure they are able to 
meet the Individual needs of children; performs an assessment or the client with the caseworker to 
ensure that treatment needed is available at the prospective residential care program; reviews and 
evaluates service plans, directing modifications as needed; monitors residential treatment to ensure 
progress Is being made toward treatment goals; provides expert consultation and oversight to 
Placement staff regarding services delivered to wards in institutions and group homes; reviews and 
approves referrals to determine the appropriateness of admissions. 

20% 2. Monitors and assesses residential care programs to ensure compliance with the DCFS contract and 
program plan, as well as compliance with standards regarding appropriate clinical capacity, 
admission requirements, and overall performance; reviews residential program statistics and 
information, including costs, length of stay data. discharge patterns, discharge planning, and 
achievement of step-down plans; drives to residential care facilities to conduct on-site reviews as 
assigned. 

15% 3. Attends and provides input Into ongoing quarterly clinical staffings to provide expertise on residential 
care issues and facilitate decision-making; provides significant specialized Input into clinical staffings 
for problematic cases to facilitate improvements In case progress; provides Input into supervisory 
conferences and consultation with ether disciplines as needed. 

15% 4. Reviews management reports regarding residential care program performance and monitors 
corrective action plans, advising on and directing implementallon of appropriate corrective action; 
conducts follow-up reviews of~Er.ms to ensure compliance with plans and attainment of 
recommended goals and obje selfDCident Reports (UIRs) and makes 
recommendations for appropriate ct n. 01\1 N EL 

IIH n r -
DIRECTOR OF CMS SIGffATURE IIIIMEOIATI! SUPERVISOR 810..,.,v,... QIU, AGENCY HEAD SIGNATURE DATE 

----~~ Tech SAn,i, _F' 
-~~~u. L~ t-~S-~7 

1 IL-401 --· 
-~A~~,?- ,'r, 



16. (CONTINUED) ... 
%0FTIME 

10% 5. Identifies significant developments, patterns of performance problems, or other program Issues and 
submits reports to appropriate Department staff to ensure that OCFS management and agency 
managers are aware of deficiencies and program weaknesses: makes recommendations to facilitate 
resolution of problematic areas. 

10% 6. Translates and Interprets, both orally and in writing, for Spanish speaking clients regarding services 
available and the proper completion of forms. 

5% 7. Prepares and maintains necessary documentation for evaluating residential care programs; prepares 
other statistical and/or narratJve reports as requested. 

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

17. POSrTION Tine AND NUMBER OF IMMEDIATE SUPERVISOR (Reapontitlla for ... lgning Ind reviewing work, preparing, conducting and signing 
performance evaluationl; effectively recommending and imposing dlsc:lplln11Y action and adjusting grievances for the incumbent of lhis poaltlon.) 

WORKING TITLE (IF ANY} 
Public Service Administrator, 37015-16-13-740-30-01 Residential Monitor Supervisor 

18. CHECK THE APPROPRIAl'E BOX IF THIS POSITION IS A: 

0 SUPERVISOR OR 0 LEAD WORKER 

NOTE: Supervisory or lead wo11ter reaponalbllltlN t!!Yl1 be dlllc:rlbed In a detalled duty elatMnent(s) with • time petcentage(s) allotted. 

If a box was checked above. Rat position lltle, position number, and number of subotdlnate incumbenlS or authOtized funded headcount 

PoallOn Tille Position Number No. of Incumbent or Funded Vacancies 

19. SPECIALIZED KNOWlEOGES, SKILLS, ABILITIES, LICENSURE OR CERllFICATION NECESSARY FOR lHE SUCCESSFUL PERFORMANCE 
OF THE WORK OF THIS POSITION. NOTE: SINCE THl!RE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES ANO UCENSURE OR 
CERTIACATION IDENTIFIED ON STANDARDS. THE PHRASI! "SAME AS SPECIFICATION CAN NO LONGER BE USED. 

Requires a master's degree In social work, psychology, counseling, or other related human service areas, including, 
but not Hmited to, education or special education; requires five years of progressively responsible professional 
experience, including at least two years of demonstrated experience in interacting and negotiating, primarily on an 
independent basis, with other systems of services (mental health, developmental disabilities, substance abuse, 
specialized medical, special education) to ensure that children with special needs gain access to such services, with 
such e><perienee having been in directing services for children In clinlcal settings for children; or two years of 
supervisory experience In providing services to special needs children in a state or private human service agency; 
requires possession of a valid driver's license, dally access to an automobile, and proof of vehicle insurance; requires 
physical, visual, and auditory ability to carry out assigned duties; requires ability to speak and write Spanish at a 
conoquial skill level. 



CMS IWNlSDEPARI'MENI'CF 
CENIBAL~CEMENf SERVICES 

Position# 

Q..6101 
RHTICN:r:>ern!PTICN 

0 MCil24~ MNIBI.OAG: 
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QvlS IWNJ:SDEPARIMENTCF 
aNJRALM\N.\rnMENf ~as 

(M;.104 
PCSTICNDernIPTICN" 

it,fl~Jlt~~~~~1t~lt~BB~ll!I~~~~fYN£P~ Jfilf:~g11~mJtif.Jitr~}t~tisI; 
1 25% 5 1. Serves as Deferred Assignrrent Permanency Specialist i 
t ! • Provides experienced professional casework services to children and fanilies • 
i l • Deternines the need and coordinates the placerrentof children in substitl.ltE care 
l l facilities 
: 1 • Provides recorm-endations and testifies in court as to client history and fub.Jre plans of 
! client behavior 
[ • Provides assistance in the preparation of witnesses for testifying and prepares studies 
f ordered by the court 

• Participates in the admnistrative case review process 
• lnfo11T6 clients of their appeal rights and procedures and assists clients in the initiation 

of appeal rights 
• Establishes goals for children and parents 
• Prepares reports on progress or lack of progress toward goal 
• Coordinates the developrrent of a corrprehensive, fanily-centered, culturally relevant 

assessrrentof children and fanilies 
• Maintains ongoing assessrrentof needs and strengths . 
• Evaluates the progress of the fanily toward attainrrentof mnirrum parenting standards, l 

as vvell as the effectiveness and appropriateness of utilized services toward the goals of l 
fanily preservation, fanily reunification, or another appropriate permanency outl:orre for i 
the child ] 

• Provides feedback to the fanily regarding progress ' 
, • On a rotating basis, assigned to 24 hour "on call" duty in addition to nonral 1 

~ ··-····-·-············•······························assignrrents, _to ensure.that services .are.provided. as .. rrandated.bv statl.ltE.and.policy ........ ; 
i 20'/o j 2. Works with intactfamlies and children in horre and/or substitl.ltE care i 
i : • Develops service plans to address needs offanilies within agency tirreframes : 

j • Evaluates service delivery and reviews service plans and permanency goals, rraking • 
.......... .... .J ............................. ~~.09~~ .. ~ .. ~~rft.l.~ .. ~~~~.9f.~~ .. child and fani!y ... . .. .. .. ... .. ... . ........... ............ .. ····-~ 
20'/o i 3. Conducts interviews with clients and professionals to obtain infonnation for the , 

j continued diagnosis of problem; and development of treatrrent plans : 
j • Counsels on available concrete and supportive services and available therapeutic : 
j services and provides same : 
! • I rrplerrents service plans with fanilies • 
! • Provides services directly and/or rrakes referrals for services 
i • Provides support, guidance, and coordination to foster parents and service providers 
I • Monitors to ensure appropriate visits occur betvveen parents and children in placements 
[ and siblings not placed together 
[ • Drives to field locations to conduct on-site interviews . 

j la>/o [ • 4. Transports clients when taking protective custody, when placing them in substitl.ltE care, l 
j [ and when changing placerrent location l 
\ [ • Transports clients to appointrrents (i.e., court hearings, medical appointrrents, 
j I counseling sessions, police station, etc.) and to necessitate the delivery of client 
'. \ services 
i la>/o ! 5. Translates and interprets, both orally and in writing, for Spanish speaking clients ; 
j. .. j .......................... ~9~.~!.1)9 .. ~~_ry~~~ -~y~i.[~J).1~ .~Q~.~.~-.proper COITJ)letion of fo.111"6 . . .................. ..... ... _) 
• 5% j 6. Prepares and rraintains case documentation for planning, irrplerrenting, and evaluating j 
, i services l 
• •-• -•-• - ••• ••- • •••I• • ~·-• .... , O • I• •• ' " ' • • • 4 • 1 • • l hO•• UO •••••• • • . . .... .. a • • , .. , O•O o . ,-_. , 0 .. • • • 00 , •••, ooo, ooo, o oo ooo, oo o oo o U ••t ! • t••O t •O-• t t • t .. • •••t•- - - •-- -•- o -o oi •oO , .. "' 00 0 000 '" ••••• • • • • - '-o hlo o Oo• '"' 0 •••• o o o o oo l• o looloOlo > o loO l o l OU O o l l oO 1 4 .. 1 00 o l O IU ,, 
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QvJS Ill.INlS DEPARlMB\llf CF 
CENTIW...~ SERVICE; 

Q\'6104 
IUimCNDES:RIPTIO\J' 

I r«JrE: SJpervtsoryor lead wofker responsibilities nut be (Blitm in a detai1ed duty staterrert(s) with a tirre 
~ per~s) allotted If a lx>x ~ checked at.o;;e. list JX)51tion title, J'X)Sition ruTber, ard nuntJer of sulx>rd.a:e 
1 irarrbents or al.thJfized f\.Jnckt 00:d::ourt. 

~ 
- • ~ ............ ~ • ..,;.:,;:.;..:,.:.;:......,;,.""I: 

-~-~(~;-~~:<.~:-~ iliI:~ 

r ·= ❖ 
~~ ~., . . ~ -. ~~-- ~ ... 

11H~-,, ~ fflffl ' • : 
t:5 , . , ,.· iHI\ • 
J9 W - • 
~ MhJimrnQuallffcations 
[ • l Preferably requires a rrasler's degee in social "M>rk; OR a rresters degree in a related hurran sef\lic:e ffeld, 
\ s i.wemmted bf one year of directly re1ated professional casewol'k/case mmagemmt experience; OR requires a 

oochetots degree in social work and one year of directly related professional caseooittcase rranage rrent 
experience; 0 R req\jres a bache~s degree in a related hurrall sel'Ace field and IWO years of directly related 
professional caseoo11<1case rranagem:mt experieo:e 

2. Requres the abiaty to speak ard write Spanish ata colbquial skill level 

The oonege or university iSs ulng a baehek)(s or rrastef"s degree mJSt be accredited, and the degree program in 
social W'OJ'k l'JUit be approved by the Council on Social Work Educadon. The dlrectly related professional 
casewoo</case rrenagerrentexperience mist be related 10 family p-eservaU:on, fanily reurnflcation, adoption, 
youth devetoprrert, counseling, and acM>Cacy seNices or a related field. 

Preferred__Otellftcattons Un Order of 9guncaoce) 
NIA 

Fosition# Page3of4 



CMS ILLIN0JS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVlCES 

CMS.104 
POSJTrON DESCRIPTION 

[i~j_i.ii,~f~i.~1l~!.J.iltilI¥1irrl~~~:ill~~1§~]Rsi~TI:i21±ili;i!I~lfilf11TI~~rill'ft~li~1:rffffTI~mmm 
1. Requires a valtd driver's license, daiy access to an automobile, and proof of vehicle iosurance. ! 
2. Requires abilty to pass a background check. • 
3. Requires physical, visoat. and auditory abRify to cany out assigned duties. 
4. Overtime is a condition of employment. and you may be requested to or requ fredfmandaled to WOll'k overtime, 

incklding ooheduled, unscheduled, or last-minute overtime. This requires lhe ability to work evenings and 
weekends. This also requires the ability to work in a 24 hoor Mon calf capactty. 

5. The cood ltions of employment listed he.-e are incorpaated and related to any of the job duties as listed in the 
iob deg· tion. 

si~"N1mw•>':"( · ·;r.@1w~YiI.~ • , •• · ~~;N~l1~~faiiJ}H¥.&1filrf~Y~fiina;;;,,,~r -=~~~ffl~"'" 
~~fij~~-c9.ffiff§~tf!!t~mYlr.k6~:tm.t41UJ1~~ili Jfi~~:1ftx.tir::t1;~t:.~~:ttst~~*;~1~rri~~~:0~~~:: ::.::f~~i1~~m 

The lninois Depanment of Chlldr<m and f amily Services is s-eeking an organized, professfonal, and results oriented i 
individual lo serve as Deferred Assignment Pennanency Specialist Under general supervl:slon, lihfs position will psovide ! 
professional child welfare casework selVices to children and families, determining the need and coordloaling the pl'acement ; 
of childfen In substitute oore laciHties. Additionally. the posltiOO wm conduct Interviews wltti clf.ents and professionels to 
obtain information for the continued dfagnosis of problems and development of treatment plans, utilizing Span1ah speaking 
s.kBls In Iha performance of duties. This position provides a great opportoolty for someone Who ~ passionate about children 
and lntet"ested in playing a role In ensuring lhe safety and stability of chikli"en and youth. OCFS offers a competitive 
COll1).ensaUon plan, excellent benefits, and a pension program. The Jdeal candidate fOf this posltiofl wm have excellent 
organlz.attonat sk~ls and strong communication skllls. We invite you to Joln our innovative team to help make a positive 
difference rn the lives of lhe children and families of Illinois. . 

t~•~•~i~~~i~~~1mm·:~lffitrm~4t¾i}tk1ifr~:.h1ifff;~?:~2~jTifimt~fA~¥-r01~qt§~1m~;:::::::~::~::1 
,-.-~ y-,.-,{-;,..,w ....-;....,.;-~----.:] .... ~~]' ~-~~E:tffB .... x,x :.,:,-m:-:-: ;-_-::,:-;-~,;;.:-;..,._-:-,r:---;-:-:,;,.-:•~--n--:-·-:-.-;...-""i"i".' ' -.~-:;- -;-;::--:-;-:"i-X-'-~-½,-' j-.-i""iW\'{'~. ,..,..,....w VV'"fV-'"(""{v.~y,.,..-.-}..y.;,.,,N(t:. . M ...... ~_._:-,._H'.N-:.•~----H_:J 

DCFS is deeply committed to the welfare and ptotection of children. Our goa1 is to protect chUdren by .stil'engthening and ! 
supporting families. In every efbt, from receiving hotline calls to reaching family reun lficatlon ot foster care and adoption, ; 
children and families are our focus. ; 

rt#j~S]';~!~~=:";.,i~ti·~1·,.•t;:.,1inti1:i10;;•·6i"""\"'m'r:t1,;1:-,mt:t;.-; • ;;.t·t;-.:;tst.;~= ~~Kf ;:ltµJ;:;rttt~-;!'~ t!:::K.t±A~'~'~r~·:'.·&-t;·;,Wia;ri;;~,,~;,.,t;1:£W~I, 
f lillhi,, ~' , ' .. hm .. _ . .; .,,§ia~2.2rJmWIO:(I •• , • · . §[§_H1']18$:f'.fr,(A!iif+.lo't.t!(JMt,l,{5'.~ -:+~b¼'F'\'' ; :0%{. 
or,« ,:.:~,:.,:,: ,:.,:,:~~,u u....~ .... ~ .. .,.-..:i,,k,,-W,.-~U.~4-:-t:,,~• .. <•n~~1'lf"~J.~+"\: .::; .. ,t..:;/ ,-,..~:--.~. --~.-;:.;;::,,..J:lJ.~.:::~.::;.~:=-:h,::.:;.~.-t.:, .. :..:..~..::;.:.:.;.::....:,::..;.,::,t.,:,.-.:,~u,o,:.u.;,:,.;,:,:.x. ~-.:.Ji,..:-...-WO:..~..:.. .. ~ ..... .., 

~~ r,.y~hx, NI t,,l:,r,\, f:ltd<'ho/,/iJ I j t,.1(l.f're,., D . s~ ] : 
V , , 

0 
AA-JJ_: , _ , 09-1aT23 , 

i , !:J D~ •vi....,-........,, : . 
UIUI II ...... ·••·••• .. •••• H ' • • • ---•• •••••••- - - - -•• n •• • ••--- -•- •-••-----• -u • •••••••--•• •••••'---•.' · ••--•·••l••I •· • •U•••II< , ~ I' I ~ o,• • •1t•• • ,,•( 
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CMS IIl.lN))S IEPARTMENI' CF 
03NI'RAL~~CES 

o.£.104 
ECS'IICNDESEPTICN 

p~mlltiili~~!jJM!mEfB~E~~~~IJm;r;iinBff ?i~:1:L~iN~ 
i ; • Develops documentation for enforoemoot action and makes recommendations ( 

I for licensing action I 
..... ··-·- ........ L ...... ·-······ _ ........... ! ...... ~ l~~a.lQs appropriate staustical r e.99.rd.~. ...... . ... .. ........ ............. . ........................... -·---···· .. ..J 

ltY/4 j 5. Translates and interprets, both orally and in writing, for Spanish speaking clients \ 
.......................... L .................................. re:garding. services .available and .theproper.co~pletlon of forms ................................ .............. ) 

5% i 6. Coordinates services with o1her local, state, or federa1 standard-setting agencies \ 
\ conoerned with inspecting, licensfng, funding, and monitoring day care oenter:s, day j 

_ _.,! ________ . ___ . care homes,. oU)roup da}!. care homes -------·-·-·--·-·--------·-·----·---·--··--·-·--·--·--·-1 
5°/o l 7. Obtains fire and health clearances for day care facilities from the Department of \ 

_ ......... ........... L. . .. ............................ f\l!)lic i1ealth and s~t~ ~~ .. 1.<?.~ 1 .. fir.~J.!l.5-P~_c!qr!'i_ .......... ···-····- _ ···-- ···- .... .. _ ·-·-·······-···· _ ....... _ j 
5% ' 8. Maintains client reoords (to include tiling documents as needed) in accordance wlth I 

federal and state stawtes and guidelines. Department rule, proc-edure, and \ 
accreditation standards, monitoring to ensure that all documentation from other I 

......................... J ................ , ............ -... , .. Department. sources has been. included ...... ~.............. ......... ......... .... ..... .. ..... , .......... , ..................... .J 
5% ] 9. Provides input into unit meetings j 

. • Attends orientatiOn meetings regarding licensing requirements, procedures, j 
.. ........... .. . ...... l ........................................... poMcles,. etc .......................... , ..... -....... ··-····-.. ·-·-··---· ................. ·-··· .................... _ ................ .......................... -........ ~ 

So/4 j 10. Performs other duties as required or assigned which are reasonably within the i 

~~~-~B&mf~~--fx?ve rin~Hrf. '!''~' :•~~~ 

:,:i.k~~::1~~~1~" ~. · ~~~ 
1_Po-~ic~ceMriri~-r 3??.~m ·!,~~!~¼~~J!-''fi,,'-.{,:.'-'•'r·,;ji_;·.=;~,,s,,·,.-·;,;.,:c,""··m«a-.;£~,~ ... ~!ll"'~ '·''"'""'""""'.~j 
~~ =:: _ ==- c .- . - :: ·_ -· . .. • -:= • R-.. , : :=· - : ~- 1::t -~-J1~~£s\~~0Tfu1m11r.~:~J-:-~-:+;~ftz;cyi0tt~riHri+~2~1r·'t.??.-:~~1.-:~~F~1~~~;0~::-~ 
~~ ;.;::. • . . -: .... ,. i ;ii/, ,·-;. ,)-.,.,, ,-; ~ . . rX, 1 'i'X , •• ., ~ , , ' ............. ~ ..... ~ ---• .................... u ,:,--}J.;.~.::t. >,,:,; ... ~~~-...... X. ..... ~. -'2"J:i.~ ...... ..iK.,~ wK'i;J, .,_~~--:.;~~;;;A,::;s.., ..:;e 

I D ~~ D leadW<>r1e' ! 
! NOTE: ~iyor lead w:>rker resp:msiblltles ~ bedesaiood in a detailed dt.tyst.aterrert(s) 'n'ith atirre l 
l ~s) allotted. If a box was checked atove, list p)Sition tltte, ~tion r-..mtEr, m numer of suooroinate ] 
I iA:lffbents or at.thorized furded l'eact:otnt. ! 

~::?.ru"sff:~~?~;}~t~~mm#BM~f.:'.1"1' .,,, AAt•;;y~~1:f:il 
r~~~..:..2~......:~..:u._~~..J;[~.~.,.s·~-w.:~~li·~~-t:,~t-' ... ~,...__ ... ~... ..~---.... -~ 

i 

.. ":'< ff ,../" •• . 
, • ~ ,..a.B~ 'f2!!. }: ...... ""'" ,.,~ .. 
Miqm.mOuallficatkm 

1. Requires a bachelor's deOfee from an a~rediled college or ul\iverslty with specialjzatiion in earty chifdhood 
education or child de\lelopmant 

2 Requires a minimum of 18 hours of coursework in child devetopmeru or early chitdhood educatton 
3. Requires two years ot protessiona1 expefience in early chllc:ihood, day care certer, kindergarten, or a day care 

licensing program 
4. Requifes ability to speak and write Spanish at a colloquial skill level 

Position# 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

i 

ltll~li.i~t~JjjjjfJ{1{Ult~i]llltlUtllil~itiUiEEmililI;1IlIITlrf.IT.fiat~11¥iIT!~1J:lfJ}I]1jI~TI~f ill11&flij 
1 1. Requires ability to pass a background check. t 
' 2. Requires possession of a valid driver's license, daily access to an automobile, and proof of vehicle insurance. f 

3. The conditions of employment listed here are Incorporated and related to any of the job duties as listed in the [ 

~~, ... ~,.,.~>'xi~-» 12.a~~;i~e.Ji~:"N'~.:~"('i':"~':-e.,,;:.:.;.;-~:::::-:-~.:,..~="<-l-·~~~~t,;..~..,>f~,{,~"J.:,.:;'»"(';~·:1·!":~~-~~~~~*~~~-.-:.t.~}e,;:~~•t':"'ifi.;_.,~~~--,I~:"~~~-':."~"' .. f:t:l 

\:f1dW.SI.TIONf P.05lllNGJMAAK!1l!NG--.stA'reMeNTmiiformattori\llilffilJi statfflii~m:J$\NOT;lnt~nded:.:tc.0ber.all~encom·•asii'•···faft(Niddl'es.s/s'j 
it1l~~~(ffll~1~:cti:i~~iifflw,tm1g;0i~.l~t'.rJmillillL!Ji11.E_tl,,Jt(;Jrn:t~I~1~;~4Klrrn·~r:~~¥Elli1~11¥!~'Et~1;:1~:Lt::;:m1~:~~ 
! The Illinois Department of Children and F ami1y Services is seeking an organized, professional. and energetic individual to ; 
l serve as Day Care Licensing Representative. Under supervision, this position will conduct licensing studies and re• 
i licensing reviews of day care centers and homes to determine eligibility for Hcensing or re-licensing. The position will 
i conduct on-site inspection and will initiate re-licensing activity, while providing ongoing monitoring of assigned day care 
[ centers and homes. The position will utilize Spanish speaking skills in the performance of duties. This position provides a 
( great opportunity for someone who is passionate about children and interested in playing a role in ensuring the safety of 
\ day care centers and homes. DCFS offers a competitive compensation plan. excellent benefits, and a pens ton program. 
I The ideal candidate for this position will have excellent organizational skills and strong communication skills. We invite you 
l .~JQ.J~.9.P-U!".r:t~ _e['{.~,~ -~!!t lP..h~lp ~ake a .P~~_itil(.~ .. 9,iff~.f.~.!l~~.)n.)b~_-~'.·.'J~~t .Qt~t-S.Qll~!-~-'t-~P"~..ff mf{m~s of Illinois. . . . ... ,_, ,.· 
"" .......... ~.:;.a::)~. -v-.c---:•n~ •t,--• ~ ·«vx!>.::n ~-.s.-!,,.-.-..,~;--~;-~--«f--~ -,..-;-,: ........... {' .. ·.,,.-x-;~--.-.-:-~--~-----~ ....... .,,::;-.~.,,.......,._._,i.~ ... : . . ~.y,,;,,:.. ........ ~ .-· .. '' •~1-... -:-.:: · :-"'(--.:-,;,:-.;,--.-:,-> ,;:,-y~~-;:......-m....:t:.-:~...::..:-..... ..... .. .... • .... .. ,~.~ ..... ---~,-,;~ 
f£.,,.,❖At!Kf,l1li<~'ij"E-,i;;;..'>c,,..;J~l't6i!~~-~~'~.s'ti,H~~;,t:M.' ·•--'-- "V'V<!:\:i < ''"'<'<'«"<" < ,,~ """'-"·'.· • ,);:,./.'.' , ,.~.,~::;:,;. ~-,< c;~·.:, • ." ''.'C"V= ~, -~ ~'j'½X< t;"' ! ~'-'--· ••• : • • •• ',-.-; •,, •• 

g,fn~~,::;}t~!~-~i~~J~~!~~~!~r&!!~~;tif.ffH½:~jill_I~f~Zfiili~~~~-ITTZ.tWJ$f~-r3;ff4f~~~:::/~IfDE8llfil§~t?Eti~.tti~~;hd~_-;;E~f-~~ 
, DCFS is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and ' 

supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoptlon, 
children and families are our focus. 

~: ~~:Z~?!!~~~~-~~·~ttr~.~~~~~rL~~Ifilit~1t~J.~:~t·r~?tt~{~ffi~ ~~~~.:~??~~~iit~r¾1~~t~?:p:ir:r~~t/~~·~?T~ • ~-b41]1t.f~:~ 
,:,f2LREP-ft?!R~R~ ,¥~NA;WH~,,,,;-,•,->,4;;! ~~QJ~! , ,~v.~ 1w1s.gJ§§l~~c!i!P~:1~i:@,~~!'4tY:JU~~~-,. ~ .¥,,L;·.; ........... ~n• .. .:~ ........ ~ ........ -;;.;; .................... .:.:..:.:.:.:.~t":«.=t.:.=~&« ~'.w........:...~....:« .. ~.:..•~~-............... ~~:.+.f.~ ..... ~~~-..., .. ~...; ••.•• ..:: •• ~ ........ ~ ....... =t.:i:~t-~..x-=«~~.....:"-~~~ 

~ pqj/+ l ; J\'lo.,yc, D. 5~ 
6~ D01A1J M~ & ~~ ';!' ---··---···--·-·······• ............. . 

10-24-23 i 

- - .. ..... ',., .. , .. , .. ,., .... , . .i 
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CMS Illinois Department of 
CENTRALMANAGEMENTSEBYICES 

POSITION DESCRIPTION 

1, POSITION TITLE WORKING Tin.E (IF ANY) 9:'!:_d ::::=...= 2. POSITIQN NUMBER 
ea;,_ng_ 

...-..... ... IIIOft 
Executive Secretary 111 29 SS2 14033-16-08-000-01-29 
3.AGENCV 4. BUREAU/ DIVISION ........ ·- 1. N, 

"''"'" 
,. OfflCIE 

a,m MIIM us~ -~ 
Emllrl9 Pos•ion 

~INF'oellleln 

Children & Family Services Quality Enhancement 0 016 N R 
10. SEc1"ui 11. UNIT u. TRAHSIIC1lON cooe 11 EffECTI\IE DATIi: 

EllsM,,9,.,,._, . ,., 05-01-19 
-"-- - . 

Administration 0 MA02\ ESTABUSH 
0 MCll22 E>IEMPt CODE CHANGE 

Rlarl □ MC024 POSITION NUWBER CHANGE 
14. WORK LOCATION 15. 8.ARGAININGITERM CODE e..n,11 B MC02e a.ARIFY 

Eai11ia9 f'olilion □ MC027 ADOITIONALIDENTICALCHANGE 
I □ MC028 WORK COUN1Y CHANGE 

□ MD021 ABCX.ISH 

~..,- □ MC149 OOWNWAROREALLOCATION 

Chicago RC014 N □ MC150 LATERAL REALLOCATION 
n MC158 UPWARD REAU.OCATirn.l 

%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
Subject to managemenl approval, funcllons as the administrative secretary for the Oepuly Director: 
researches information, compiles data, and prepares factual and statistical reports for the Deputy Dlree1or; 
prepares material for meetings; keyboards a variety of complex and confidential material; provides oversight 
and coordlnallon of contracts for the division; tracks personal services, commodities, and contractual 
functions, including payments for contractual services; translates and Interprets, both orally and In writing, for 
Spanish speaking clients; receives and screens callers and visitors In the Deputy Director's office; seNes as 
liaison with the Division of Budget and Finance to answer questions and ensure that issues involving the 
division's budget are resolved. 

20% 1. Selves as administralive secretary for the Deputy Director; requests reports from other appropriate 
management staff to answer inquiries of the Deputy Director; gathers Information from other office or 
Departmenlal sources as Indicated by the Deputy Director; researches information, complies data, and 
prepares factual end alatlstical reports for the Deputy Director; prepares material for rneettngs; performs 
extensive follow-up on all requests from the Deputy Director, monitoring lo ensure requests are timely, 
comprehensh,e, and complete UPon receipt. 

20% 2. Keyboards a variety of complex, technical, and confidential material relating to Departmental policy 
formulations and lmptemenlatlon; check$ reference works, office flies and records, and olher sources to 
emure consistency and accuracy of materials; composes and keyboards routine replies to 
correspondence and signs outgoing letters for the Deputy Director as authorized. 

20% 3. Provides oversight and ooordinatlon of conlracis for the division; tracks personal services, commodities, 
and contractual functions. including payments for contractual services; submits Prowrement Busineaa 
Cases (PBC's) for approval of contracts and submits decision memo for changes in contracts; adds 
contractual case manager Id's to allow enablement of SACWIS access: serves in a fiaison capacity with 
contractual providers to answer questions and ensure Issues are resolved. 

10% 4. Translates and interprets, both orally and In writing, for Spanish speaking clients regarding services 
available and the proper complOUon of forms. 

10% 5. Receives and screens callers and visitors in the Deputy Director's office; develops strong Departmental 
public relations by respond~ to requesls from community officials and citizens throughout the region In 
a prompt, courteous, and lnfQfflled manner; direcls caners and visitors to appropriate Department or non• 
aaency aources; receives~ • • ..... ""'."wnd distributes malt 

DIRE :TOR O~p_F CMS;: SIGNATlJRE 
,,.,.EOIATE SUPERVISOR AGENCY HEAO SIGN4TI. r DATe 

~ •I ,n/l I I MAY 1 4 2019 ,yt, .. fJ~~ ~-,,,_,, 
CMS-1 ~- 111."'50, .. P'·"=>· "' 

T 

"fl '(j· Per ____ _ 



16. (CONTINUED) 
%OF TIME 

5% 6. Serves as liaison with the Division of Budget and Finance to answer questions and ensure that Issues 
Involving the division's budget are resolved: analyzes and reviews expenditures; processes vouchers and 
office expenditures; submit& yearty expenditures on ACES$. 

5% 7. Activates and deactivates caseworker Id's in the Department's computer system; works lo facilitate 
database cleanup relating to case manager region discrepancies; maintains general and confidential files 
of correspondence and other materials for the Deputy Director and staff; prepares materials for filing; 
maintains cross-file &y&tem to ensure timely relrieval of material requested; accesses and pulls requested 
Information from the confidential files in the Deputy Director's office; maintains dlrecto,ies and manuals by 
updating or deleting information; makes travel arrangements for the Deputy Director and staff; prepares 
itineraries and travel vouchers; processes vouchers after review for corrections. 

5% 8. Attends and provides input into various staff meetings lo remain informed of proposed changes ln current 
policy and unit actiVlty; provides current information on Departmental activities, programs, procedures, and 
policy in response to general Inquiries from staff in the legislature, other state agencies, corri'munity 
officials, and the general public. 

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

17. POSITION TITLE ANO NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and r&.'lewlng work, preparing, conducting and signing 
pe,formance evalualions: effecttvely recommending and lmpasing disciplinary acUDn and adjusting grievances for Iha Incumbent of this position.) 

WORKING TITLE (IF ANY) 
Senior Public Service Administrator 40070-16-08-000-00-01 Deputy Director 
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A: 

0 SUPERVISOR OR 0 LEAD WORKER 

NOTE: Sup1rvlaory or lead worur 1'9aponslb11Nle1 11!.!!!l be dtKrlbed Ir, a detailed duty atltement(a) with a time p1rc.ntagl(1J allotted. 

If a bo~ was chacked ebove, lisl position tiUe, position number, and number of subordinate inournbanl& or aulhorizad funded headcol#lt: 

PoslHon Tide Position Number No. of Incumbent or Funded Vacancies 

19. SPECIALIZED KNOWLEDGES, St<ILLS, ABILITIES, LICENSURE OR CERTIACATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE 
OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AHD ABILmES AND LICl!NSURE OR 
CERTIFICATION IDENTIFIED ON STANDARDS THE PHRASE ·sAME A8 SPECFICATION" CAN NO LONGER BE USED. 
Requires knowle<lge, skHI and menial development equivalent to completion of two years' sectetarial or business college and 
three years of secretarial experience; or completion of high school and five years secretarial e,cperience; requires the ability 
to keyboard accurately at 55 wpm; requires ability to speak and write Spanish at a colloquial skill level . 

. . 



ILUNOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

HUMAN RESOURCES REPRESENTATIVE 

DISTINGUISHING FEATURES OF WORK: 

POSITION CODE: 19692 
Effective: 11/161'96 

Under direction, engages In professional human resources assignments of limited scope; duties 
are creative, evaluative, Interpretive and analytical, requiring consistent application of professional 
judgment and knowledge. Positions included In this class regularly assist and act as confidential 
assistants to labor relations managers or, through their participation in human resource programs, 
have authorized access to information concerning labor relations policy reviews and 
implementation. 

ILLUSTRATIVE EXAMPLES OF WORK: 

1. In an Institution or comparable office, serves as the unitary human resources generalist 
providing all human resources services; works with institution officials and agency 
management In the provtsion of advice and counsel for actions required under the rules, 
classification plan, pay plan, collective bargaining contracts, insurance program, information 
systems program and other personnel administrational programs and activities. 

2. Obtains Information as to the functioning of a work area including Impinging and governing 
statutes, rules, policies, and methods: applies accepted criteria to analysis and processing of 
Information that results in such decisions as the classifying of a position, employee/labor 
relations dispute resolution, candidate selection and examining, or monitoring of transactions 
for con,,ortlng with rules and oontracts; verifies inf ormatlon to be used in human resources 
administration activities; contacts suppliers of information by telephone, written communiqu6, 
or on-site visit for observationt1nterview; evaluates, interprets, and analyzes information 
obtained; makes corrections, accepts or rejects Inf ormatlon in acoordance with findings; 
exercises agency head's designated signature authority to document decisions. 

3. Researches, analyzes and prepares examination instruments; Interprets and evaluates 
candidates' training, education std experience; assigns numerical scores and letter grades: 
obtains, verifies and corrects information to be utilized in examination administration 
activities; administers performance, written and computerized examinations; provides 
assistance to higher level human resources staff, participates In job fairs or other employment 
outreach activities and explains applieable rules, policies, or methods to candidates for 
employment. 

4. Prepares for and conducts structured interviews to select candidates for generalized or 
specialized established positions within the e.,._,loying agency, board, or commission; gathers 
job Information; designs interview questions, categories, and weights; evaluates candidate 
responses; assures compliance with governing provisions and contracts: prepares related 
reports and records. 

5. Provides professional assistance to higher level human resources staff; carries out a highly 
technical review of requests for service within the specialty area; conducts surveys, prepares 
reports; counsels employees, supervisor.., applicants and others. 



2 

HUMAN RESOURCES REPRESENTATIVE (Continued) 

6. Provides counsel and guidance In employee and tabor relations matters; assists in 
representing an assigned agency or facility in labor negotiations; participates in investigations 
dealing with unfair labor practices or bargaining unit election processes for unit ce rtiflcation or 
by challenge; hears advanced step grievances; recommends new or modified policies and 
practices to improve employee relations and benefit agency operations. 

7. Reviews, evaluates. negotiates and ensures the timely processing of workers' compensation 
claims and less detailed time-loss claims against the Stale of Illinois; ensures claims are in 
compliance with applicable laws and regulations: exercises authority to decide claims of a 
designated dollar amount; mav review and evaluate general liability claims when work loads 
demand. 

8. As a working supervisor or lead worker, provides guidance and direction to three or f e.ver 
subprofesional support staff; prepares, conducts and signs performance evaluations of 
subordinate staff; effectively recommends and imposes disciplinary action and adjusts 
subordinate staff grievances. 

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

DESIRABLE REQUIREMENTS: 

Education and Experience 
Requires knowledge, skill and mental development equivalent to CO"l)letion off our years of 

college and one year of professional experience, preferably in human resources, or satlsf actory 
co"1)1etion of an approved training program. 

Ko9wJedan stsms aru;1 Abiti@s 
Requires working knowledge of Illinois state government. 
Requires working knowledge of the Personnel Code, Rules, Position Oassification Plan, Pay 

Plan, Collective Bargaining Contracts, departmental policies and procedures. 
Requires ability to treat with a high volume of information; sorts information into like 

categories, and verify by a systematic method the reliability of held Information. 
Requires ability to read, assimilate information and data, and recall, with a reasonable degree 

of proficiency, facts and figures. 
Requires ability to articulate human resources administration inf ormatlon in descriptive terms 

to others not versed In the personnel system. 
Requires ability to present facts clearly both orally and In writing. 
Requires ability to use standard formula in production of measures reflecting characteristics of 

data. 
Requires ability to conceptualize and hence to demonstrate relationships between things, 

persons, or Ideas. 
Requires ability to use computer systems, software, templates or other guides. 
May require ability to plan and supervise the work of subprofessional staff. 
In addition to having a writlen and spoken knowledge of the English language, candidates 

may be required to speak and write a foreign language at a colloquial skMI level In carrying out 
position duties in conjunction with non-English speaking individuals, and/or be able to 
communicate effedlvely In sign language. 
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C,NIIW-NANMIINRfi IIBYIGII P08ffl0N DESCftlPTION 

1. 

Human Reeources Specialllt 

CNchn & Fasnly SINlcH 0 018 2 A 

1 

$elecilon Ind Aacrulment 

I= ~CODIOIWIOI .._., _......., .... Ctwtol 
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p,oflalonaltlllwDrballdll'IIIIIC,..,,.wDbol\publlcancfptlvelaoipnll.UOna.offlult.andotier-. 
....... 199ardlng 19CMtment effortl; PIOWldet lndMdullGWUltllllon lo oandldllll Wkfng Job 
oppo,tunltlN• DCFS:COllferlwlltt PMonMIMIII...,. '9rdlno ..... qua111NCMd!daln. PfOVldint 
ecfuaellonand baclrQnJund lnfonnatiOn; translltl9 and.,.,..._ bolh arat,and lftwrtln9, for Spanllh .-..--. 

1, BINIIMCookC41Unty:.-G NOdhaM Reglon81affRlenillr.UlfdllntahlghllMllof 
Independence. pin, organ-. dewllope, IM IXICUll8 lhe overall ftCIUltment ,woo,am b the 
Cod( Cauntylnd Nwthtm Raolonlofd..-: ..-..11ee1ong ranae.- lftdobJeolww. 
lndlpendlnlyr.,11en111111 .,..,.,_.. ltvarfoul l8Cfllllme,d functiona,Job fin, ca,....dap, 
colllat Ind~ worklllopi, _,01par1mlnt Of l:tnpoymant8-urllJ WOllclllopl lO promote 
~-hO.,U11a1t;explll111aJ,pllalblt1U111.PQlldel.llldmlChodltottudlntaend 
Jab Hllclfl; pror.tlll pnte11llltntl llufflln NIOIIWll ..... ace fOfflllllglffleftlaff htM 
_._or,nldlquatP111cn,-otoounte1ee11IClldllw,--,tt1t111of__,,.._.,.. 
ewo,tunlllt lUMII forthllr ~and lduoltlDn hlltofy. malntllnl • --•olPGllntllS 
candldlln~rDCFIVNlnOIN;,....,_devllapl.and ..... lnbmllloflll....,.. 
Mllfdlnt ntendtmlnt; cfllNt ot---lO--focllont~ lhe llallt .. lht pnmlMI 
ofdutlll. 

2. Ellallhlelndmalnlllftl...,_ ~ nlNllkl and publlo Nldolllwlhld'I putillc and 
prlvataoigadadlo111,otllclall,endotlllr' .......... ,...,..., ..... t111r1a1Dlfflaluale 
llfll ■.-.IM ......... ~11UlllldlndMclultafClr,mDl11-. 0CF$; dMklpl. _., 
OflllllHl,andPl9Pl"'ffiltld1fltlllll9glllbbl,..qud1d ...... ll,-....l'ICNtlment 
..,.._.eoclllnlldllpldarnll_..•'IWlwendUrdctdlntolMIUleVICMClll,llndqldlld 
~-OOlllftUIUII·--.... conduca laffllllp,111 ....... ----
U ....... pulllo~,_.., ... .., .,.... ___ ID ___ DCFS 
vlllllllll• •pahR1!911t•V t:U 



10% 

1ft 

3. PNMdea lndlYldual ClOltl1'lltian to Glndldatea seeklna job QPportunlllltl with OCFS; o,qilalns the 
f>'8dl• encl appllcallon snca•, n MIi • the Pl'OOIII or tllng VIClnCIN; dilCUlht Job 
opportunl8es. 

~- Cvf1fers wlh PerlOMel Mlnl8lrt rae•diflO po11lble qualfled canctldltn, prowttngedl~ and 
bac:lfo,cund lnfonnallon; rnalntllna an NaNnlll ot 8Pt)l'OVecl and upcoming vecandel end fflllChlt 
ponl1- cancldll11 to vaoandn from Che database:~ ldvkle tnd m•ea recocnmencldons to 
managamenl r1g1nfiig human ,-ovrctt admlnlltndlve actlvlllel Inked 10 reoNltmerd; work• with 
Pnomel Mlft80UI and T.,....n, aid~•• allglble candiclaeaa, 

6. Transtatn end ltit.pna, both arlll)' and In writing. for Spaniah a,ealdng dllnla rer,e,dne eervlcee 
avallabla and the proper mmpldon of formt. 

8. Prepares npa,ts and con.pondence related lo 1n11Mn!ng enct rectUltment aclvlliel and lltuas; 
rntlntalna and monllore "'9 rlCNlffllfttflfflptovment _.,_ and providel c,,ldlnce and Wonnatlon 
rtlatad to 1w OCfS ~ p,oceu, employment OppOrtunltles at OCFS, IIIC.; p,epara and Nlalnt 
MONllt)' doalJmenlallon concamlng the •electlan Md emptow,nent prooeN. 

7. Performs 01htrcMlel n flqulMd o, ~ned wt,IOh are Nesonabfy within tflt MOptof the duUes 
enumer.ted al>cml. 

OSUl'lft\/llOR OR 01.1.\DWClRICER 

N011: l11111mao,ror !Mdworut•pondllldnmsat ... dllCIIIIIIIIHdmllN ~ lllallmlftl(•)wldlaUln• pllWIII..CtJ dGllect 

lf•INlll-._..•IIINl,lllpOIWol\lUe,IIOIIIIOnlUIINl,811dHmlllrol ..... nllelnc:ullllanttGfllUOIOllaldMldadilleldaaunt 

lldll, and mental dfWllopmenl eqUlvllert 10 com r yee,t COiiege and two YNl'I 
IOnll Mifflin l'HOUICIN -,.,tenoe: ..... POIIIHloft of I Wltld drtver't lbNIM Md ability to lrM, lndudfnt 

eveni,_ and WNkend -■I; ,..._ pbplral et,11)-~ llft, lralllpalt. and cany reGl"Ult!Mflt malll'IIII; nquht tblllty to 
IPllk and write Spllftleh II• oolloqllll 1kt IMl 



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

HUMAN RtGHTS INVESTIGATOR Ill 

DISTINGUISHING FEATURES OF WORK: 

POSITION COOE: 19776 
Effective: 9-1-15 

Under general direction, performs duties as a wort<ing supervisor of a unit for intake 
activities; or performs duties of an advanced speciallst In investigations, developing or 
revising techniques and methods of Investigations; may perform coordinative functions 
with local governmental jurisdictions on equivalent compliance ordinances: travels as 
needed to accomplish the operational goals and objectives of the agency. 

ILLUSTRATIVE EXAMPLES OF WORK: 

1. As a working supervisor of unit Intake activities, gives direction and guidance to 
intake workers: responsible for job assignments, training of new employees, and 
performance evaluation of subordinate personnel; maintains a case load of Intake 
complaints and assists with Investigations as time permits. 

2. Assists lower level investigators with difficult investigations or the re solutlon of 
unusual problems; assists In training new employees: acts as supervisor in 
supervisor's absence: carries a case load of moderately difftcultto difficuh charges 
to be investigated. performing the usuat duties of an Investigator. 

3. As an advanced specialist, Investigates cases of advanced complexity and /or 
sensitivity; carries a case load of employment, housing, credit and public 
accommodations discrimination or sexual harassment in education charges of 
varying difficulty: maintains a caseload of a mixture of charges; performs 
investigations of cases according to accepted methods and develops or revises 
techniques and methods of investigations for problems not previously 
encountered; acts as a leader or trainer of coworkers in developing proficiency In 
new or revised techniques or methods: may act as llalson lo local governmental 
jurisdictions with human rights discrimination ordinances to facilitate and 
coordinate dual enforcement. 

4. Collects Information by Interviewing and assessing recorded material; generates 
or directs the generation of requisite reports: conducts on-site visits and holds 
informal hearings or conferences. 

5. Performs analysis of cases and makes recommended decisions based upon the 
disposition of cases; prepares reports on cases for administrative review. 



2 

HUMAN RIGHTS INVESTIGATOR Ill (continued) 

6. Negotiates settlements during the process of investigation, If both parties in a 
dispute agree to conciliation. 

7. Serves as a resource to explain and interpret the Human Rights Aa rules, 
regulations and investigative procedures to other governmental, school, 
community or agencies as needed. 

8. Participates in continuing training and education opportunities to develop 
professional skills and knowledge of the philosophy, procedures, rules and 
regulations of the agency. 

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

DESIRABLE REQUIREMENTS: 

Education and Experience 
Requires knowledge, skill and mental development aqulvalent lo the completion of 

four years of college, preferably with coursework In business, public, or personnel 
administration. or social sciences. 

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

Knowledges, Skills and Abiljtjas 
Requires thorough knowledge of human rights issues. 
Requires thorough knowledge of the methods and techniques of performing 

investigations and caseload management. 
Requires ability to communicate effectively both orally and in writing. 
Requires ability to direct the activities of coworkers. 
Requires ability to perform difficult analysis of information and make 

recommended decisions. 
Requires ability to interpret and apply the HumM Rights Act in discrimination 

cases. 
Requires ability to use a personal computer and electronic word processing 

software to record and organize data. 
Requires ability to maintain aocurate, complete and correct records as required by 

law. 
Requires ability lo develop and maintain cooperative relationships with 

management, staff, respondents, government representatives and the general public. 
Requires physical, visual and auditory abilities necessary to carry out assigned 

duties. 
Requires possession of a valid appropriate driver's license and the ability to travel. 
In addition to English verbal and written skills, candidates may be required to 

translate, speak and write a language other than Engllsh at a colloquial skill level to 
perform the duties of the position. Some positions may require candidates to possess 
specific eff active convnunlcatlon skills such as, but not limited to, Braille, sign 
language or another form of manual communication. 
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CMS-104 
POSITION DESCRIPTION 

i 1~ P~ON :;ru" ··----·- ·~~ING -iinE (IFAN~ • - amN·i'tl ~POSimfNmLE • i. r>osmoN tuMaE; - -

i CXISllNGPOSITION - · · ·--- '..~ ·~- - --- tq__ ~ ----- -1~QOlS.•l:~-~1:.1:
2
~ - • • ·~ 

i, NEW/REV1SED Posmo\l Ad ti Cl • I , op ons enca SS2 30015-16-60-200-11-29 
Office Associate Assoclat: . • _ . ;_ 2_9_ ... J.-- ·· -·--·· - --.. .. __ . . _ . . 

~ii".~ ~----~,~-c~~~~~~ w l.:..w::::u-::~ .. -~t_. -~~· _ ] 

NCW/REVlSEll POSITIO~ --- j' 
:~h!tdr en&_Fa_mi~~~lces ._l Permanen.c:Y .. __ .!!_ _ ,;_ 0!6_ ~ ~ _ , R ~ 

10, SECTION 11. UNIT 12. TRANSACTION CODE 13. EFfEalVE DATE- 1 

; EXISTINGPOSITION -- - - • -· • + • •• -r0;;~;;;;;;~;;;--..-·-ci;.15.21 -
[ Guardianship & ~doptlons -·1 · ____ ···---___ . _ . . . . ___ ·j D MA022 EXEMPT COO£ ·c~; G~ 

1 NEW/REVIS(O POSm0N ~ MC024 POSITION NUMBER CHANGE 

Post Adoption Services Administration 181 MC.026 OARtFY 

: ·------- - - • , • ~S-~;G~~l~;/TERM co;~ ; - I ~ ~ / 0 MCO:t7 ADDITIONAL IDENTICAL CHANGE 

~~~~TIO~.-~. _:_ 1 - -- - . - - - - ""~PT r□ ~COD0228J ~~ORLKl"':OUrfTY CHANGE 
: EXISTING POSITION '" ,..., ...-, 

I ~ - -- _., ~ 0 MC149 DOWNWARD REALLOCATION 
i°i4EW/REVISEO POS•TION 0 

r
1 

Chicago _ _ ... _ __ _ _ -~. ___ ' , .. ~ - ~;?l!.y-•- ·~ ,.~,-~.-~□-.~~.;~~;~;~~~~~; - •-- - ·-

. 
~ p_

2
i:
0
~~ 16, COMPlETl£Yl{!_ENJ:..~~~~!JM..~.H~TEM~N.T_Qf. PQS~ll!Qtf. ~grwt,_~ FUJ~p)9.!§_, - -·- .. _ _ ·- .... , 
,.. 1. Performs complex, specialized clerical services for Cook County professlonal Adoptions 

staff 
• Prepares a variety of complex materials, including, but not limited to, highly technical 

reports, statistical data/spreadsheets, logs, Department forms, and correspondence 
• Designs new formats or revises formats 
• Composes and keyboards varied correspondence and responds lo inquiries 

requiring knowledge of agency rules and procedures, such as billing procedures, 
payment requirements, and confidentiality and case access rules 

• Cnecks for acetJracy of keyboarding, spelling, grammar, and punctuation 
• Exercises independent judgment and a command of legal, medical, and social 

terminology to review documents such as social histories, coun reports, legal 
documents, and correspondence to proof appropriate use of terms and accuracy of 
information 

• As back-up, responds to and enters contact notes in the toll-free phone bank system 

t --·- - - ~ ____ ,!__9Elrtifies docu_ll'!~.!1!!..~i!.no~.~.WR!i.R . ... . ~· -~ _ _ . 
2°" 2. Answers Incoming phone calls and greets visitors 

• Screens visitors/callers to detennine nature of request 
• Interviews caller to gather needed information to assess situation 

1 
• Refers caller to appropriate source such as intake worker, another public agency, or 

a community Interest group 
L ___ ..._ ___ ~• --'l,nt~a>l~~ J!9~!')P.l. ~~rvi_c;:es and _p~c~~~res ~o the pupil~ 

Position# Page 1 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

1,foF TIME 16. coMPLEre"ruRilENTANDAccuRAre STATEMENT OF PosmoN ESSENTIALruNc:no~ ·--· ·- -.,,._ . ., _ __ - "'f' ......_.__,__ - -- - - •••• -•----• • •-,.•--J,• ,.- •••._._ ••• -••--'-••--' -•-- ,._ _.._ ___ __ •••r ••••-

.. 

.. 

20% 

10% 

10% 

5% 

S% 

• Schedules and cancels appointments for staff 
• Receives incoming mail and distributes to appropriate staff, which requires 

accessing tlckfer files (manual or automated) to determine appropriate distribution 
• Prepare.s outgQlQ9 correSP.9!:!~~.!!~~!or ma~ . . . . . _ _ _ . . 

3. Establishes and maintains subsidy related filesfdocuments and maintains tickler files 
(computerized or manual) to monitor case status, indicating timeframes 
• Maintains Itineraries of assigned staff 
• Enters information in terminal from MARS/CYCIS systems, including activity travel, 

Unusual Incident Reports, and AFCARS 
• Retrieves, adds, changes, and deletes information, as appropriate 
• Operates a COE!Y. ~!£tiine to make copies . . .. . . __ ·-· _ -·--

4. Keyboards travel vouchers from handwritten materials 
• Calculates and reviews vouchers to ensure accuracy and returns lo wori<ers for 

review and signature 
• Maintains file copy of unit vouchers and forwards for payment processing 
• Completes information necessary to prepare travel vouchers for assigned staff 
• Computes mileage and allowable per diem expenses 

.. _ . . .. __ !.. _ ~~lfQ_~-~~~~~~_pJ,:i_gJ.!!!1_cp9Q~ ~.~ {~_q.4Sst~d .. ___ . . . . 
5. Translates and interprets, both ora[ly and in writing, for Spanish speaking clients 

regardit19 services available and the e~~r completion of f~IJ!'!~~ _ ·--___ __ 
6. Provides clerlcal office support as a secretary to the team supervisors and professional 

staff 
• Makes travel and meeting arrangements for team members 
• Follows oral and written instruction, gaining experience and knowledge in applying 

_ evolving alJ!omated offi~ eq~ ment and technology_to complet~J~~~~ __ _ 
7. Serves as timekeeper 

• Records benefit time use 
• Completes monthly timekeeping reports 
• Adjusts timekeeping records with central office 
• Responds to inquiries relating to timekeeping issues 

. ··- _ . • S~rves as liaison. "'.'lit.! Pa)!oll Unit with res!.~ to timek88ej!:J9l~-s_ue_s __ __,,,-----1 

8. Orients professional and other clerical staff regarding Departmental rules and office 
procedures 
• Attends and provides input into team meetings 
• Maintains Inventory and o_rders supplles and forms ... _ -----1 

S% 9. Performs other duties as requlred or assigned which are reasonably within the scope of 
the duties enumerated above 

I 17. POSITION Tin£ AND NUMBER IMMEDIATE SUPERVISOR (Responslble for asslgnl~g and reviewing worlc, preparing, eonductln& an~ ! slgn![li: p::rr0rmancc ev~.h.::··t}o:'ls; ~~p~tl\•cl',' ro~or::mc11d~'1g c>n:l ltr.P.Ot~'!S. dls.::ji:;.li;\ar: :,_~ti~~ ~n.t! :it!JU~fl.l: g;:!~ ~nc-:~ f9t th~ . I Incumbent of this position,) 

f-bl - :•·· Ad- I. . 3701516 60-200.-1.0 • ..i111.-.0'1 ---· - ·- -rr~??J:~EA~~~Services· -
, Pu le Service m mstrator • • • • M · • anager , 
p ~~CHEci_iH~Mf.ROPRIATeBOXIFTHIS~QSffiO!i!~~ · :::_:_ ·~-=· ~· · ·····"•= h ---,~--~-~ -.. ·~-- -~--~-.. --- - i 
j D Supefllisor Cl lead Worker 

Position# Page 2 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

({4:GH@-THEAPP.@Rl~TE.BOXJF.Tt:flS·POSm<>N!sAC •... - l - • I 1' ! f r 7 ! = 1 
I NOTE: Supe,vl~ry or lead worker responsibilities must be described In a detailed duty statement(s) with a t ime 

percentage(s) allotted. If a bo>< was checked above, list position title, position number, and number of subordinate 1 

= •: •:r: ~~unded h••::__ ' • .,•~ · ~~ .. ._.,.._ -·,...--__ _J 
Position Tl~le' • ~ ~slt1011 ~umber ,No. f In nts or,funded Vacancies 

19. sP,EctAui~!?. ~ow,.lj~GE-~ ... fKuts, Al}ll.riru:. u&~E°9R~RTIFJ~ T!Q~ N.ECESSARV F6it,.. e s ~.~'-iif;roR!U.NCE~ l 
ll;IE WORK OF THI$ P~!TION. N!)TE: SINCE lHEREA!IO~OW sev_EIW. OPTION~ OF ~L~ AND~~mESAND·l1CENSURE OR 
CERTIFICATION IDENTIFIED QN·STANDAAD • THE PHRASE "SAME AS'SPEOflCATION" (".Atfflio i.oNGER:flEUSED.- • ~ 

l Minimum Ouallflcations • 
i 1. Requires knov.1edge, skill, and mental development equivalent to completion of high school 
i 2. Requires 2 year& of office experience 

3. Requires ability to keyboard accurately at 45 wpm 
4. Requires working knowledge of lega~ social, and medical terminology 

30015•16·60-200-11-29 - - . 
• 20. qJNOITlr;J~~ 9F EI\IIPlOYMENT 

1. Requires abillty""t!"'o-p_as_s_a-:-b-ac-:k-g-ro_u_n-:d-ch~e-c'"'!'k--------------------------4 
2. Requires ability to speak and write Spanish at a colloqulal akill levm 
3. Requires llcensure as a notary public 

The llllnols Department of Children and Family Services is seeking an organized, professional, and energetic Individual to 
serve as Adoptions Cletical Associate. Under direction, this position wil per1orm complex, specialized clerical services for 
Cook County professional Adoptions staff, Including answering phones, greeting visitors, and maintaining taes. This 
position provides a great opportunily for someone who is detail oriented and interested In playing a supporting role In the 
Department's adoptions operations. DCFS offers a competrove compensation plan, excellent benefits, and a pension 
program. The ideal candidate for 1hls position will have excellent organizational skills and strong communication skills. We 
invite you to join our Innovative team to help make a positive difference in the lives of the chDdren and families of Illinois. 

---~ we--==;.-- ,....- - • - ---- •~ .. ____..,. ·- • ;-,....,. .. .. ~ -;-._,. . .. .... ~· ::.,;:.:=. ·- ~.........-~ .... 
22. ABQUT THE AGENCV /Bt,R~Al,l#.R<>l?.AAM· .b ' _ -If' • 

DCFS Is deeply committed to the welfare and protection of children. Our goal Is to protect chl1dreriby strengtheningand 
supporting families. In every effort, from receiving hotline callS to reaching family reunification or foster care and adoption, 
children and famDles are our focus. 

• ~1~~ ~~J~iUR€' ... ~ ~ 1-~-~~----"1-;~H~~~~tuRi - ~_..-•ilATE 

-H-->-1·-g -~--11'>-\.~......_1l'......,...~ ....,...,..~.,....,.----",......-.:. ___ . ·-. ~r---1~~~ ~,1-~ 

N' . f "'o n 2 ...... . " ;, u t. ... , , 
I '' ,• 

~:. -
BY?------

Position# Page3 of 3 



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

OFFICE SPECIALIST 

DISTINGUISHING FEATURES OF WORK: 

POSITION CODE: 30080 
Effective: 06/01/2015 

Under general direction, perfom,s complex, specialized paraprofessional or technical 
functions requiring substantial originality, responsibility and technical knowledge and 
understanding of the agency program and/or applicallons; presents complex Ideas in a clear 
and concise manner, explains rules, regulations and procedures and makes decisions 
concerning unusual or unique situations or problems based on general guidelines or 
previous decisions where interpretation aid judgment is inherent in work performed; may 
serve as a designated lead worker of office support staff involved In complex, specialized 
clerical and paraprofessional/technical work or a large group of office support staff involved 
In difficult and responsible cler~ work. 

ILLUSTRATIVE EXAMPLES OF WORK: 

1. As a paraprofessional, assists in a regulating, monitoring and controlling pro'1am or 
client service program provided by the agency; performs a variety of paraprofessional 
duties in the flow and processing of information and/or documents concerning a 
program area; acts as a liaison between vendors, direct service providers, clients or the 
general public in resolvlng discrepancies, responding to inquiries and explaining 
procedures, rules and/or services of the program; gathers information and prepares 
documents or reports on program activity, 00111>liance. etc.: receives and evaluates 
documents, licenses, permits or oontracmJal agreements to determine acceptability er 
conformance to eligibility requirements according to rules and regulations, statutes, 
program policy and procedures; may certify documents signed by others with public 
notary seal: prepares letters, audits, etc., to obtain additional Information or initiate 
noncompliance activities; develops evaluating and monitoring procedures for program 
area. 

2. Functions as a computer system coordinator; monitors system activity; resolves 
technical word processing program issues or problems: performs the full range of 
system coordinator activities, e.g., system back-up procedures, space allocatlon, 
creating and maintaining libraries and glossaries. f ormalting disks; maintains system 
security measures Including operator identification numbers and passwords: assures 
profiles are current; performs minor repairs or contacts vendors; trains new personnel 
and provides guidance In computer system operation and program application; updates 
system users in new system and office procedu1es: develops training manuals. 

3. serves as a designated lead worker of lower level support staff engaged in complex, 
specialized clerical and paraprofessionai/technical work; exercises limited supervisory 
responslbHity; provides training, develops training manuals and provides on-going 
consultation and guidance on office practices and procedures: keeps support staff up-to­
date on policy and procedure changes; screens incoming work and sets priorities in order to 
maintain a smooth flow of work assignments: monitors projeds for completion by due date; 
maintains and prepares reports on unit work activities: monitors work perfornB'lce and 
advises the supervisor concerning performance of assigned staff. 



2 
OFFICE SPECIALIST (Continued) 

4. Oevelops complex, multi-program (database, spreadsheet and word processing) record and 
report applications requiring an extensive understanding of the application programs or 
procedural commend languages; reviews data job in order to design spreadsheets, 
database and/or word processing systems/applications to generate documents and reports~ 
develops complex macros and writes standard query language commands for spreadsheet 
or database manipulation; tests applications for accuracy and reliability; performs back-up 
procedures to ensunt data is maintained in database; confers with and receives advice from 
technical staff in developing highly complex automated procedures and program 
ap pllcations. 

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

DESIRABLE REQUIREMENTS: 

Education and Experience 
Requires knowledge, skin and mental development equivalent to two years of 

secretarlal/buslness college and one year of office experience, or completion of high school and 
three years of office experience, or three years of independent business experience. 

Qualifying state employees, In the employee Upward Mobility Program, may complete 
combinations of specific proficiency tesls and training programs leading to a certificate of 
prof iclency in lieu of the stated reql.irements for this classification. 

Knowledge. Skills and Abmues 
Requires extensive knowledge of office practices and procedures. 
Requires extensive knowledge of composition, grammar, spelling and punctuation. 
Requires extensive knowledge of arlthmelic computations. 
Requires extensive knowledge of the logic of computer language/programs. 
Requires extensive knowledge of manual and automated office equipment. 
Requires working knowledge of agency programs, rules and regu latlons. 
Requires ability lo Instruct, guide and train others. 
Requires ability to establish and develop written instructions and procedures. 
May require licensure as a notary public. 
May require possession of an appropriate valid driver's license. 
May require skill in keyboarding accurately. 
May require skill In taking and transcribing dictation accurately. 
In addition to having a written and spoken knowledge of the English language, candidates 

may be required to speak and write a foreign language at a colloquial skill level in carrying out 
position duties in conjunction with non-English speaking Individuals. 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

--
1. POSITION TITLE WORKING TITLE (IF ANY) 
EXISTING POSITION 

l BILINGUAL 

- ~ODE 
POSITION TITLE 
OPTION CODE 

CMS-1O4 
POSITION DESCRIPTION 

2. POSITION NUMBER 

- ,_ l 30860-16-03-200-51-99- -
NEW/REVISED POSITION 

Paralegal Assistant Juvenile Court Paralegal 29 ss 
3. AGENCY 4. BUREAU/DIVISION 5. EXMT 6. WORK 7.A/1 8. AUDIT 9. OFFICE USE 

CODE COUNTY AUTH - I EXISTING POSITION 

I 
NEW/REVISED POSITION 

Children & Family Services Legal Services 0 016 2 R -
10. SECTION 11. UNIT 12. TRANSACTION CODE 13. EFFECTIVE DATE 

-
□ MA021 ESTA-B~ SH - r EXISTING POSITION 06-16-22 

□ MA022 EXEMPT CODE CHANGE 

NEW/REVISED POSITION □ MC024 POSITION NUMBER CHANGE 

Regional Counsel Cook County iZI MC026 CLARIFY 

14. WORK LOCATION 15. BARGAINING/TERM CODE 
RUTAN □ MC027 ADDITIONAL IDENTICAL CHANGE 

EXEMPT □ MC028 WORK COUNTY CHANGE -EXISTING POSITION □ MD021 ABOLISH 

□ MC149 DOWNWARD REALLOCATION 

NEW/REVISED POSITION □ MClSO LATERAL REALLOCATION 

Chicago RC062 N □ MC158 UPWARD REALLOCATION 

%OFTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION.ESSENTIAL FUNCTIONS --
20% 1. Serves as Juvenile Court Paralegal 

• Conducts legal research and writes/prepares legal memoranda, legal opinions, or 
other documents as assigned by and under the direct supervision of a licensed 
attorney, who reviews and approves all products 

• Assumes no independe_nt res~onsibilit~ for the legal validity of work performed 
20% 2. Attends court hearings as directed 

• Prepares case notes, 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 received 

• Separates courtroom files from hearing officer files 
• Creates duplicate files for missing files 

Retrieves service plans from the distribution unit 

• Reviews files to ensure placement of service plans in appropriate file 

• Checks to ensure that reminder system is entered 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 

- -
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

--
%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 

10% 4. Performs special projects and prepares statistical or other reports 

1--

10% 5. Receives and processes all subpoenas received by staff; arranges for production of 

I records or attendance of worker 
• Consults with licensed attorneys regarding motions to quash 

10% 6. Obtains legal materials upon request of staff attorneys, either from law libraries or from 
other Department offices 

,~ --- -
10% 7. Translates and interprets, both orally and in writing, for Spanish speaking clients 

regarding services available 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, preparing, conducting and 
signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting grievances for the 

~ umbent of this position.) 

- ---
1 Public Service Administrator 37015-16-03-200-50-01 

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

0 Supervisor O Lead Worker 

WORKING TITLE (IF ANY) t Supervisory Regional Counsel 

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

Position Title Position Number No. of Incumbents or Funded Vacancies 

zrx--1•>:: 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF 
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR 
CERTIFICATION IDENTIF~ED ON STANDARDS, THE PHRASE "SAME AS SPECIFJCATION" CAN NO LONGER BE USED. 

Minimum Qualifications 
1. Requires knowledge, skill and mental development equivalent to completion of four years of college with 

coursework in such areas as legal, pre-legal, English, statistics or directly related coursework 
2. Requires ability to speak and write Spanish at a colloquial skill level 

Preferred Qualifications (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 vocabulary appropriate to the legal profession 
2. 2 years of experience in a public or business organization utilizing the ability to write in a clear and concise 

manner 
3. 2 years of experience in a public or business organization applying the ability to organize and present 

statistical data 

Position# Page 2 of 3 



CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

1, •. sPEc!AuZEo KNowLEooes. sKILLS, As1uT1Es, ucENsuRE oR cERTIFICATloN N•cESSARv F□R THE succEssFu, PERFORMANCE oF I 
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS ANO ABILITIES AND LICENSURE OR 
CERTIFICATION IDENTIFIEO_ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN NO LONGER BE USED. _ 

~ 20. CONDITIONS OF EMPLOYMENT 

1 
1. Requires the ability to pass a background check 

1 2. Requires abilitv to travel 

1

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-encompassing or to address 
all responsibilities of the position. 
The Illinois Department of Children and Family Services is seeking an organized, professional, and results oriented 
individual to serve as Juvenile Court Paralegal. Under direct supervision of a licensed attorney, this position will conduct 
legal research and write/prepare legal memoranda, legal opinions, or other documents as assigned by and under the direct 
supervision of a licensed attorney. The position will attend court hearings as directed and prepare case notes. The position 
will review all files on call sheet to ensure that files have been received and separate courtroom files from hearing officer 
files. The position will also perform special projects and receive and process subpoenas. This position will utilize Spanish 
speaking skills in the performance of duties. This position is a great opportunity for anyone who would like to use their 
paralegal skills to benefit child welfare services. DCFS offers a competitive compensation plan, excellent benefits, and a 
pension program. The ideal candidate for this position will have excellent legal and organizational skills and strong 
leadership capabilities. We invite all qualified applicants to apply to join our innovative team to help make a difference in 
the lives of children and families. = 
22. ABOUT THE AGENCY/BUREAU/PROGRAM 

OCFS is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and 
supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption, 
children and families are our focus. The Office of Legal Services works in a supportive capacity to ensure Departmental 
adherence to all applicable laws, ~tatutes, reoulations, and court orders. 

DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE DATE 

I MiM"c., D. S~ 
-

By DCJ'"vl.9 M~ 
07-28-22 

~ - 8/1~ 12022 
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f~~~~~1.f~~~~~~:~!~=!~!~~~~~~~2.~~~~~~;~~7 
l 15% i 3. Establishes and irrplerrents a ream-based program of staff developrrent and training for ; 
' 1 subordinate staff ' 

• Monitors to ensure staff attend Departrrent-sponsored training sessions 
• Conducts an annual assessrrent of the training needs of subordinate staff, both on 

an individual and collective basis 
• Evaluates group and individual effectiveness, independently acting to inl)rove both 
• Devises and inl)lerrents revised rrethods and procedures for appropriate case 

control 
• Provides input to managerrent in use of volunteers, students, and other resources 

available to the team 
• Arranges and conducts orientation and training program; for staff developrrent 
• Teaches social v11mk principles, work rrethods, and procedures 

: ........................ ..!. ................ -... ·-···· •-·-··Provides. on-the-job.learning.experience for staff .... _,....................................... . ................. - ...... ...... ! 
10'/o l 4. Establishes and maintains effective linkages with community organizations, including j 

: hospitals, law enfon::errent schools, and social service agencies, to enhance child l 
: welfare and protective services through operational partnerships t 
: • Maintains regular communication with Departrrentstakeholders l 
: • Verifies that investigative staff are aware of community providers and how to access i 
: provider services for clients j 
: • Manages and supervises the process of referral of cases to specialty areas such as j 

......................... .!. ............................ J~J_o_~f.11 .. ~0.i.!g .. ~!@t~ .. i:-!~~.~ .. ~~~!9.l!~.~.! .. ~.9~~-~.'?.~! .. !i~i~.9.!\ .. etc •.. _ . j 
10'/o : 5. Explains and enforces agency policies, procedures, stare and area statutes, and j 

l requirerrents l 
1 • Reviews recomrrended and/or newly enacted policies and procedures, providing ; 
: input and discussing effects of such action with Adninistrators 
: • Monitors to ensure ream is functioning as a Local Quality lnl)roverrentreamand 
: that a Local Quality Unit binder including ninures, action plans, agendas, etc. is 
I maintained 
: • Monitors to ensure that the ream participates fully in all Regional Quality Council 
: requirerrents 
I • Monitors to ensure staff organization and arrangerrentof all case files in APS order 

: ........................ .J.·-···-·-·-··········-·• ..... Monitors to ensure .case. confidentiality ........... .... ..... ... . ......................................................................... 1 
' lo>/4 1 6. Translates and interprets, both orally and in writing, for Spanish speaking clients : 
• ........................... ; ... .......................... regarding. services.available .and .the. corrpletion of forrr6 ...... ·····-···················"········---······· .................... ~ 

5% ( 7. Serves as liaison with permanency staff to coordinate and facilitate efficient and ! 
[ effective case handoff and client services : 
[ • Coordinates general field service and work efforts arrong child protection and ' 

. j placerrent staff, including joint staff efforts, physical plant issues, space for staff, 
L .. ,..,. ................ L ................................ ~~Qf.lf.l~l ... i.~~.Y.~.~! .~!.~S~~nis~~q~~!. ~.qui.P'!':=!nt, etc. 
\ 5% I 8. Provides input into quality assurance activities 
i : • Reviews various reports on quality assurance and other issues and makes 

i recomrrendations to adninistrative staff 
i .... ............. ... . L.. . ! ...... .P..~~!9~ . .QQ9.<?!.fl9 . .Q~.@tjg~L~.P.9.~ .1P. .~ .~9.f;?~Dt ~P.9.f'.l_.i:e.9~~.?.L ········ ............... ......... .J 
; 5% l 9. Perform; other duties as required or assigned which are reasonably within the scope of 
, ; the duties enurrerared above 
-....~-..-..-•_,.....••-•-•- •-~- - • • .. - •-••• ...... ......_ ... ....,__.,....._.......,_._.._.,.....,....., ................. ....,_..._...._ __ .,._ • ........ ....,_ ... ,_._ . .. ....._., ... , .... , .. ,, ....... . .,_.,.,, ... '""' ..... h • ._.. ................. .,._,.,._ ................ ,,.,,'°''_,..,_......,.,,.,., ... ~, .... ~-~-~ 
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NOTE: 9.!peP.-isoryor lead ~rker re:spmsialities Jll§ be d5::rit:8:f in a detailed dttystatlm"ert(s) with a tin-e 
~s) allotted. If a l:x>xwas d'ecked ~, list p:>Sitlon title, p:,sltion m.rrber, ard nurrber of sutxrdinate 
loo..nt>entsor aUlk>rizec:I ful'd!d ooact.ount. 

~~'f:fff/''.~~J,'{i.'._~•«' ~•,~•'r<l'i:!~~ "~'"' . • ·,m_~,,ni,t,>'i't<'f(#"<W~·~ - - ~ ,.·-~«::'='ff:"·~~,.•' 
~k~~4&_;~tr~~~ _:a~D~0~~~I◄~~"ti~~{--~:~{{Er~!r!~- .: ' •. ~~~ '' . . ;~~~-d.(~-:~~~~~t~1~f1t~~~rio!?:ar.l ~'.. ' ' . ._· ~.. • . ..,_ r . ~ ;::~-t~j 
lii.-t.~:"J:'t'.1.::~. ~1.:.;;~;.=t."_:r;.:1,}j ;-. ~-.,-;-;:~...;s,m:,;_ _ __,,,,__·_.._;._,:, ,.... ...,, , :;:.d,.:~~1.-.•rn•.H-"-t":">~-H,.;;,.d: .. ~.-. l~t:.._~k~ .-;,;,- M , ; ' • .l.,,.. ..... .-.:-.1-::...;.._·~ 

OindProt.ectionAdvSpedalist l 07161-16-82-310-11-01 1 ) 
' .................................................................. .. ·-····- I . -··--················ ................. , .......... , ........ ,., .• , .......... ... ... . .. ......... , .• , ..... - •..•.•••.••.•..•. -······-··. ···-······-········~··· • , •• , ........... ,.,· 
- Oiild Protection Adv !:p:!dalist l 07161-1&82-310. 1H19 1 : 
OlildRroted:ion~lst i 07163-16-82-310-ll-01 • ·- • 4 • ! 

. Olild Protection $:8:iallst i 07163-16-8"1-310. ll-99 • 1 1 
I'"'' I OH II•~• t •••to t Ht~I u~••• ••• ut••t•t u • 1•t••1••• •••·• .. ••,-•-•1•••••t••I•-••••-•-••••••••• •..,••••••~•., •••, • .--..,II•••• II• •t ,ou, 1•o-t•1 ••• • ••t •••••• 1•11• t•t1•t••••~••~,...••••--.••1••11•- • -•t• •-•••• • ••-- •••-••••••~,-__,~ ...... , •••••••••, ,n.,,dn, ( 

OfficeAssodate i 300J5.1&82~310.11-29 l : 
' : 

}.t~ G µ.i•~ • 'Ji!,i • /~~ 

·• ~~tkit1:Iillf{¥111i±~ 
t~ ~ . . .•. 
l/ 
w~,i~:. lffilm,_,J 

t°'Mirim.mOullifications 
j 1. Requires a rraster's degree ir. social work or a related hurren services field from a reoog11fzed coQege or 

university 
2. Requires ttuee yea IS of progressively responsible adnirustratlve chik:I welfare expelience with an MSW OR four 

years of progressively responsible admnlstrallve chOd ~fa~ e~ with a master's degree in a related 
human. secvices field 

3. Requires ability to speak and write Spanlsh at a coll<Xlutal sklll level 

Speclallad Skills; 
Of the previously noted years of expeneoce, requires ltlat the experience indude at least 2 yeaJS !o the admnstration 
of chlld protectior\linvestigatlons. 

I Preferred Oualificatjons (In Q;der of SjlliJicarKE) 
j NIA 
i 

tt~••iiiiilrtrtli~~~li~fi~~E~lliIF~·:lizlX11JR1F~~[gfilgJlfili~flliit~~D.fi~lr1 
1 1. Requires abOity to pass a background check. ! 
t 2. Requtres abilitrto travel in the perfomiance ofdutles. Requires. appropriate, valid driver's lic.ense. ; 
f 3. The conditions of eAl)1oyment listed here are incorporated and related to any of the job duties as lisll'!d in the ; 

l ...... ·······-······-·-·-jqb description .................................................................. ~·~·-·-··········-·········'"-···'"···· ........................... ·-~ ............. ~ ....................... ,.,. ....... -........... : 
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

PUBLIC SERVICE ADMINISTRATOR 

DISTINGUISHING FEATURES OF WORK: 

POSITION CODE: 37015 
Eff ectlve: 10-1-02 

The Public Service Administrator is designed for a broad band of middte 
management positions located in agencies, boards, and commissions and subject 
to the Civil Service Code. Positions allocated to this class serve as policy 
implementing officials and/or have coosiderable administrative responsibilities that 
are managerial, supervisory, or confidential In nature. 

Key management fmctlons of Public Service Administrators require the exercise of 
discretion in controlling or directing the organization's supportive program and 
determining the judicious use of means to accomplish an end. Such positions are 
charged with responsibility to direct the eff ectuatlon of management policies. 
Decisions made may significantly affect the agency's policies or its fundamental 
methods. Whether serving In a staff or line capacity, the Public Savlce 
Administrator's position responsibilities are inseparable from lhe interests of the 
employer. 

Common to all positions in this class Is lhe management nature of work. Public 
Service Administrator positions are frequently full line supervisors. Full line 
supervisors are principally engaged in work that is substantialy different from the 
subordinate staff and exercise Independent judgment in carrying out or effectively 
recommending authorities to hire, transfer, suspend, lay off, recall, promote, 
discharge, direct, reward, or discipline employees, or to adjust grievances. Other 
Public Service Administrator 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 to Information concerning the review or Implementation of 
the employer's collective bargaining policies. Others are administrators or assist 
higher level managers. It is not the presence or absence of full line supervisory 
authority but rather the inherent decisions and commitments that distinguishes the 
job as management. 

The Public Service Administrator class encompasses those jobs where the scope of 
the operation and associated adm lnlstratlve and managerial duties is not as great 
as that of the Senior Public Service Administrator but where work performed Is 
higher than that of first level management positions. To determine whether 
allocation to this class is appropriate, a comparative analysis with related positions 
should be conducted. Excluded from this class are senior management positions 
serving either as policy makers or administrators of major agency programs, 
positions encompassed by other existing classes within the Classiflcation Plan, as 
well as those subject to the provisions of coftective bargaining contracts. 
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PUBLIC SERVICE ADMINISTRATOR (Continued) 

ILLUSTRATIVE EXAMPLES OF WORK: 

1. Organizes, plans, executes, controls, and evaluates the operation of a 
supportive program: Implements policy for the total management process of 
the supportive agency program; plans for the effective and efficient utilization 
of program resources and organizes the goals and objectives of the supportive 
program; confers with management on the integration of program function 
activities to resolve administrative problems and program function 
Improvements; performs the major controlling Impact on the outputs of the 
program activities; implements studies of program evaluation; establishes 
priorities among assignments, establishes times of com plelion and quantity 
and quality of work products and services; monitors output in order to ensure 
adequate work flow; provides for employee motivation and development; 
Identifies and discusses program projects, problems and issues; meets with 
representatives of other agencies to discuss Inter-agency Issues or with 
representatives of other governmental jurisdictions and outside parties. 

2. As a line or staff assistant to a higher level manager, perfonns highly 
responsible functions coordinating and assisting with the direction of several 
large agency wide progrems; devaops and maintains ongoing 
communications with private and public organizations, officials of other 
agencies, or officials of other states and the federal government: with 
delegated authority speaks for the higher level manager to commit 
operational programs to specific courses of action; plans, directs, and 
conducts extensive and complex research or administrative studies of specific 
phases of division operations; drafts proposed blffs, amendments, resolutions, 
procedures, rules, and regulations; makes or coordinates dlfflcult and 
involved field investigations of law violations and claims. 

3. Implements and evaluates policies and procedures affecting casework and 
investigative decisions; establishes local operating policies, practices and 
procedures; identifies and evaluates the utilization of available community 
resources; works with regional managers of supportive service programs to 
integrate services within assigned geographic area through contacts with 
officials at all levels d government, private and volunteer agencies; establishes 
and maintains effectivepubllc relations forthe department, advisory councils, 
and civic organlzationS; manages and directs field office team operations and 
assures adequate staff coverage; monitors expenditures: directs and 
requisitions the procurement and maintenance of office equipment and 
supplies; assembles Information for offiee space negotiations, dealing with 
vendors on subsequent problems with adequacy of facilities. 
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PUBLIC SERVICE ADMINISTRATOR (Continued) 

4. Supervises subordinate correctiOnal f aclity officers; assigns them to posts of 
duty; makes rounds and assures that subordinates are on duty and property 
attentive to their duties; prescribes dlsclpWnary measures; prepares incident 
and activity reports; Investigates complaints of violation of rules; recommends 
disclplinary action and conducts hearings Involving standards of behavior. 

5. Supervises professionaf nurse personnel in providing care for recipients: 
prepares work assignments of subordinate staff; changes or revises staff 
assignments to assure adequate staff coverage according to patient load or 
employee absenteeism; reviews and approves requests for time off from work; 
monitors and evaluates the performance of assigned staff; prepares periodic 
individual performance ratings; provides constructive criticism and 
demonstrates proper care techniques. 

6. Performs complex accounUng and auditing work Involving supervision of 
professional and subprofessional staff engaged In maintaining a complex, 
accounting subsystem involving general departmental funds or grants; 
prepares or supervises the preparation of comple>< statements and reports; 
examines, reconciles and analyzes complex statements and reports; 
provides advice on complex accounting problems and on the 
Implementation of new procedures and programs; reviews and recommends 
changes in the complex accounting system. 

7. Manages a sman section of systems analysts and/or programmer analysts 
engaged in performing a full range of systems analysis functions ranging from 
design and development to maintenance and enhancements of systems; plans 
wort<. schedules and sequences of operations to assure an even flow and 
distribution of work, the expeditious handllng of priority cases and the meeting 
of schecUes and deadlines; evaluates need and makes recommendations 
concerning the maintenance or replacement of equipment and the 
maintenance and safety of the operations area. 

8. Plans, assigns, supervises and reviews the activities of staff engaged in the 
review, analysis, and auditing of various entities; makes pre-audit evaluations 
to establish scope and procedures to be employed; ascertains nature of 
systems to detennlne means of verification, appropriate test periods and extent 
of test checking; may make Initial contact with entities to discuss purpose and 
objectives of audit, and explaln standard techniques utilized; appears at 
hearings as agency wl1ness and testifies as to the accuracy and propriety of 
reports; acts as a consultant In pre-hearing conferences and during hearings. 
providing information, regarding adequacy and correctness of data and 
procedures used. 
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PUBLIC SERVICE ADMINISTRATOR (Continued) 

9. Directs a local office operation In a major metropolitan area of the State; 
through intermediate supervisors ensures the provision of services to a large 
and diverse client population with diverse socio-economic backgrounds; 
develops and directs the Implementation of Intra-office operating procedures to 
facilitate wor1< flow in cMent reception and/or registration, record processing and 
maintenance, data and information collection and dissemination; based upon 
analysis d community needs, establishes long range annual, and interim goals 
and objectives and action plans for delivery of services to eligible clients In the 
office service area; develops and lmpletnents the annual program and budget 
plan for the office; conducts frequent regular reviews of service, budget and 
performance indicators in comparison to office goals and standards; identifies 
problem areas and initiates corrective action when appropriate. 

10. Maintains liaison with a variety of organizations that may be able to supply 
funds, training and technical assistance In particular areas; monitors budgetary 
expenditures by program area; assists In the budgetary process by developing 
program narratives and justifications: reviews and approves expenditures of 
funds authorized; prepares a variety of materials designed to explain and 
Interpret a specific or linking program; speaks before various groups to explain 
and interpret program philosophy and requirements; develops and utilizes 
professional channels of communication wlth state, federal and other agencies. 

11. Plans, coordinates and implements site activities and development programs 
compatible with the natural and/or cultural resource base; reviews, analyzes, 
and incorporates proposals of natural and cultural resource specialists and 
others both within and outside the agency concerning short and long range 
plans; supervises and conducts research related to restoration, Interpretation, 
and development; responds to oral and written Inquiries concerning available 
programs and departmental policies; appears at public hearings as required; 
explains agency policies and rules and regutations to visitors and assures 
compliance with same. 

12. Supervises subordinate staff, plans the work to be accompHshed, sets 
priorities, assigns work according to individual subordinate's abilities, 
evaluates work performance, hears and resolves first level grievances; 
reviews the technical and scientific information to be used in regard to a 
particutar case; serves as an expert witness in hearings or court cases; 
performs tests, evaluations, development. and Improvement of techniques 
used. 
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PUBLIC SERVICE ADMINISTRATOR (Continued) 

13. As a fleld office supervisor or advanced generalist, revi8'Ns all disciplinary 
actions proposed by agency management for appropriateness and compliance 
with Rules and other affecting regulations; solicits legal opinions as required 
and other counsel as pertain to Personnel Rules, regulations, policies and 
fumlshes pertinent information to central departmental staff for consideration; 
evaluates proposals for employee or labor relations policies, rules and 
regulations in accor<l with contracts and/or pertinent statute; reviews all labor 
legislation and impacting secondary and tertiary employee and/or labor 
legislation; evaluates content of legislation and prepares position statements. 

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

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

DESIRABLE REQUIREMENTS: 

Education and Experience 
Requires knowledge, skill and mental development equivalent to completion of 

four years of college, preferably with courses in business or public administration; 
SJ)eclfic requirement& vary by position and relate to the position's duties and 
responsibilities as defined by the agency of employment and as approved by the 
Director of the Department of Central Management Services or his/her designee. 

Requires prior experience equivalent to three years of progressively 
responsible administrative experience in a public or business organization; specific 
requirements vary according to the position's duties and functions assigned by the 
agency and as approved by the Director of the Department of Central Management 
Services or his/her deslgnee. 

Knowledges, Skills and Abilities 
Requires extensive knowledge of public and business administration, 

principles and practices. 
Requires extensive knowledge of agency programs and service objectives, 

activities and operational systems. 
Requires extensive knowledge of staff utilization and employee motivation. 
Requires extensive knowledge of tabor and employment development. 
Requires extensive knowledge of agency policies and procedures. 
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PUBLIC SERVICE ADMINISTRATOR (Continued) 

Requires ability to develop and manage a supportive agency program. 
Requires ability to analyze administrative problems and adopt an effective 

course of action. 
Requires ability to develop, instell and evaluate new and revised methods, 

procedures and performance standards. 
Requires ability to exercise judgment and discretion in developing, 

implementing and interpreting departmental policies and procedures. 
Requires ability to estimate and budget for future needs and cost of personnel, 

space, equipment, supplies and services. 
Requires ability to develop and maintain cooperative working relationships. 
In addition to Engfish verbal and written skills, candidates may be required to 

translate, speak and write a foreign language at a colloquial skill level. Some 
positions may require manual communication skills. 



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

SENIOR PUBLIC SERVICE ADMINISTRATOR 

IN1RODUCTION: 

POSITION CODE: 40070 
Effective: 10-1-02 

The Senior Public Service Administrator encompasses a broad band of 
senior state management positions in agencies. boards, and commissions 
with a level of responsibility at least equlvalentto a major program manager's 
and subject to the provisions of the Civil Service Code. Incumbents of this 
class either serve as policy-making officials or have major administrative 
responsibilities. As a policy-making official, an incumbent reports directly to 
the director or assistant director of the agency and participates in determining 
pol Icy which fixes objectives or states the principles to control action toward 
operating objectives or toward the conduct of one or more administrative 
units immediately subordinate to the director or assistant director, or 
participates in planning and programming agency activities mandated by 
legislation or the agency's director or assistant director. Positions serving as 
deputy directors or staff assistants to directors or assistant directors are also 
included in this class. Such positions with major administrative 
responsibilities direct programs defined by statute, agency, board, or 
commission policy; or are responsible for the execution of policies or 
operating objectives in one or more operating units; or participate in the 
Integrating of plans and projections of related organizational units, scheduling 
projected work programs, and encompassing, on a regular basis, questions 
of allocation and determination of resources, program definition, interpretation 
and implementation, and accountability. 

Specifically excluded from this class are wholly professional positions which 
neither serve as policy-makers nor have major administrative responsibilities. 
Also excluded are positions subject to the provisions of collective bargaining 
contracts end positions encompassed by other, existing classes within the 
Classification Plan. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 

DISTINGUISHING FEATURES OF WORK: 

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

ILLUSTRATIVE EXAMPLES OF WORK: 

1. Directs, coordinates, and reviews the activities of operational and 
program personnel through subordinate managers; reviews, modifies 
and implements existing program objectives or develops new program 
objectives; acts authoritatively on policy-making Issues impacting agency 
management and statewide agency operations; develops long range 
plans for the agency and monitors progress toward accomplishment of 
the goals and objectives of the agency. 

2. As a registered engineer, plans, organizes, coordinates, and reviews the 
work of a large engineering and technical field staff engaged in 
conducting field investigations and inspections and monitoring activities, 
the development and dissemination of information and data to various 
local govemmental and private agencies, and the preparation of 
technical reports and papers. 

3. Plans, develops, administers and coordinates a complex social service 
(faclllty based or community) program by reviewing and evaluating 
agency programs, policies and management practices, and directs 
changes in operations as deemed necessary; directs and participates in 
research and reporting activities of programs and services; directs the 
development, review and analysis of legislation required for the 
improvement of current agency programs and services. and the 
development of new programs. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 

4. Plans and coordinates a network of systems and services on a 
departmental, multi-agency or regional basis; directs and coordinates the 
design and management of administrative services to meet the needs of 
user agencies. 

5. Performs highly complex and specialized studies; prepares 
interpretations of findings, translates findings Into proper form usable by 
other professional personnel In the agency; establishes and maintains 
working relationships with federal, state and local officials, and civic 
leaders on various matters involving program area. 

6. Directs program budget preparation and controls appropriation of 
expenditures; reviews current agency programs to define areas requiring 
increases in appropriations for program expansion; makes program and 
policy recommendations. 

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

8. Establishes policies utilized in implementation and maintenance of 
programs; confers with the Director and administrative staff on feasibUlty 
of recommended policies; interprets new legislation and administrative 
policies and procedures. 

9. Plans, develops, and implements methods, systems; investigation 
techniques, and examination procedures designed to effectively monitor 
and regulate the industry program for which the position has principal 
accountability; provides for the development of revisions of policies, 
t'\lles, regulations and procedures. 

10. Performs other duties as required or assigned which are reasonably 
within the scope of the duties enumerated above. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 

DESIRABLE REOU IREMENTS: 

Education and Experience 
Requires knowledge, skill and mental development equivalentto 

completion of four years of college; specific requirements vary by position 
and relate to the position"s duties and responsibilities as defined by the 
agency of employment and as approved by the Director of the Department of 
Central Management Se1Vices or his/her designee. 

Requires prior experience equivalent to four years of progressively 
responsible administrative experience in a publicor business organization; 
specific requirements vary according to the position's duties and functions 
assigned by the agency and as approved by the Director of the Department 
of Central Management Services or his/herdeslgnee. 

Knowledges, Skills and Abilities 
Requires thorough knowledge of public and business administration, 

principles and practices. 
Requires thorough knowledge of agency programs and service 

objectives, activities and operational systems. 
Requires thorough knowledge of staff utilization and employee 

motivation. 
Requires thorough knowledge of labor and employment development 
Requires extensive knowledge of agency policies and procedures. 
Requires ability to develop and manage a major agency program. 
Requires ability to analyze administrative programs and adopt an 

effective course of action. 
Requires ability to develop, install, and evaluate new and revised 

methods, procedures and performance standards. 
Requires ablllty to exercise judgment and discretion in developing, 

implementing, and interpreting departmental policies and procedures. 
Requires ability to estimate and budget for future needs and cost of 

personnel, space, equipment, supplies, and services. 
Requires ability to develop and maintain cooperative working 

relation sh lps. 
In addition to English verbal and written skills, candidates may be 

required to translate, speak and write a foreign Ian guage at a colloquial skill 
level. Some positions may require manual communication skills. 
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CMS llLJNOIS DEPARTMENTOF 
CENTRAL MANAGE:MENT SERVICES 

CMS...104 
POSlTroN DESCRIPTION 

-~~~l"~~~~~ii~ .. 1;;-:~im m '.'fal~~Ki'-Vliw~~'fu'H"'W'i'iu.f'~;i~i? '==F~'~"'"''':i'"""'0 4'.~'>':.'1";.,,.,,l 
~~~~i!~~~~a§~~!:BtilMR!:S!lt.tl!t'it~~~~~!..,..~~~u~JJ~'if:tttlm~~=l!m~!mi&!t~"tJ:~12L.2~~~;;.2!~i~":.:.E~·-·.~l"-;~~ 
\ \ • Monitors requests for exceptions to contract program pfan for additional services i 
I I and/or funding and recommends approval/denial to Regional Contracts i 
1 I Admin islrator l • ···-····-·-···-·-·-····-·······-·-··········-····-·-····-·-·········~··· .. ·• .. ••· .. ·••·•••••· .. ·• .................... .-.......................................................... ,_. ... , ..... ..,,..,_....... • ......... ' ..... , ............. 1 
\ 20% \ 3. Through the use of Department systems. prepares wmten reports of reviews collducted i 
! ! and penorms neoessary data entry functions in Coo1ra01s databases related 10 on-going t 
t I evaluation and tracking of compliance and expeooitures t 
[ • Manages appropriation accounts for assigned contracts j 
i • Prepares reports as assigned j 

• WOtks coUabofatively witll the reg ion to share informa1ion and eligibility i 
req ui,emenls for utilizaUon of programs housed in the Off~ of contract i 

, 1 Admin istraUon • l 
I I oUU O ..... ···-·· •· 10.IUU_U .. II I HO O I' I• ''>U I I' n•1 I' f1' n • n • · • t1 ' "'t1 ' ........ , , ..... ~ ••1•-•-••0--,-• ... •-•-..-•-•---•--•----••••• n•••• • • ----••-u --•• ••• n•••--H•-•~•-•• ••-•-•-•-- n••••••••••n--·-•--•• •• • • ••• •'-••'-• •·I . .. , .... ... .... ~ ... ..... -••••i.,,; 

) 10% i 4. Maintains systems of data C<>IJ:ection to enStJre that vendor/provider contractual billing. j 
j j quarterly reports, annual audits, and narrative reports are st1bmitted to the region wUhin j 
1 ; timeframes indicated In the program ptan i 
\ • Contacts and corresponds with vendors/providers regarding delinquent, incomplete, ) 
i , and inaccurate bills. grant based budgets, reports and responses to corrective action j 
l~····-···············-.l·~·-·· ............................ and/or.performance improvement. p1a ns ........................................................................................................ , ~ 
; 10% i 5. Completes abStraots for au contracts and amendments fotthe assigned region as i 
I \ needed ' 
f j • Enters data for regi.Onal spending plan and annual projections offunding needed 
L ................. ,. ...... 1... .............. -..........• _._. Mon Nors Jo ensure. adherence. to. funding and/or .funding. deficits ---........................... ,m .............. ) 
f 10% \ 6. Translates and interprets, both orally and In Wfiting, for Spanish speaking ciients \ 
t-.- ; ··~·--~---- ~00 se~~ available and lhe pr-Opef comy)!tlon of fom1s .................................................. ____ j 
\ 5% \ 7. Attends meetings and trainings to devetop and maintain an understanding of new state j 
~ ....................... .J ..................... _ ...... and _Department Initiatives. and ensure _effeciiVe implementation. of those initiatives ............... ..] 
l 5% I 8. Performs other duties as required or assigned which are reasonably within ttie scope of j 
[ I the duties enumerated above~~~ ~'-'W'1'~~~ 1 
ti1s~~','· ,~·,="'.:· ' [i:" . ct . . "'~ ~ jq; 11 · : • ~if ' Ii~ 
1,,-'%. '.:..., ,. ,,'-j,=- ,, •• ❖ , ""~n.gL.-, ,. , .,,.- ;t:,,n-1.,'l.'l' v,-~ 
!>-Ujgj" • ,. ~j~tifo. i,~lhiI~~:ic.'!;gJ;l.,-,, 
f< •~:--:.:,. " ~:.,: ._. d H ._._.~~t .. ~~4: ... ._:,..}_.'(--" •, --~ .. ~t~:....._, _., 2-::::-f~-;.,._~'"::;_:;._ N'- ... _._._._ LI -, •• ~ j~i;if~i~)i~)+t:~~f!l=m b~m! ~ ~"":.fu1u--~~ ~~--~....... ❖~ .. ..~~ .... ~ .. { .. .....,.j 0..-.11.h..<❖ . .... -C-❖-:,.,.,:,v.,., ••••• ,;,;..:.,,._ • ~n ... ~-'(,",-.._,}..:,.*~L~~ 
,~ .. ❖"··-Sf: ,_,,,,.,...,..J~~«-;«~~.w'.., t '"f-'•~l~t_\j'~~·Wt;;;\. «M ' ,, , • -~~w7:7'fi'""(Y~'it~~-,·i1f~~1 rn:-~: ';,;:1'$'07FF.'i:1""''r'W 
ti~ ;-~::.~·.:..i~.;;....::;:~u:~~ri~~~~~:::;: .. ~::-;~..:~t,tHi~~3;:;.:;\tf~b1.~!1::-~~:-~~·~~~.t}!~\;.~¥:t't1:;h.-:-...--:-:::-.... ;:.~::-t .. H~1--<~~lt~ ~ r.-1.1 . _~ ~t.f~ ... 1_h •· h~, ......... _:-"-'::.-:--::.~ ..... H~.::z ..... ~ 1 ~ n . "°;i-, 1 ., ~ 6t, 1 , ~ ........ ~,.._._J.,.....,._...._...,____._...,~.~ ....... ~ .~.-._;mr-;n';;i:,.;.,.;,,.,.,_~,~.;,,.. • .,,_,_t,..._.,~,;{;;:.'f:'J.,~~-•-i'-~t:t~J,.S,::;-;,.\,-t.,1..,~ A .-. . 1-,;., n , n,.-;,,.T. , ~ Ir, ;'U.:-t-;-.-.,r-,;-;,;,m-;,i-.:1;,-;<-i~.g-$N:-;,i'i.t:!i.-. 

t Public service Administrator 37O1ST16"64•6CI0·l0-01 1 Regional Contrac~ Admintstrator l 
t""'f<"'-'fi. -.,..~..,- ~-··- .. .... - •. ·~-· . • • ~ ~ ,,:,~•~~'''''f.~i~•1-~=<~M"'§'''~<,!,;•~•~•'5$~''°'''~Nf'ii~-g• .• f. :tt'.af ~r.,vz;i ~ • .•. · ~rDt.S. ts-r.-~-~ ~.. i:t❖:c~~:;._-•::~.~.:,,.,.,...~:::.:t~t::~;,:~-:-...... }i:t ...... .:.;::-:.:.:pJ .• ~~~ .......... ~si;.~: ... ; .. :i•;~~~~::-~i~.t:.;tzW,~~~ti~;;.L;t!H-R=n~ 
~~a T'i,.:..,. ... -~ -..... 'i ,. .... ~ ........ ~. • .. • •. (J .. ~~~.:.: .. Jr.:::.~U.l™'i=~.: ~--~~.Z:l~~~-::~~~~':"" ~f-.;.~--;··.,;,~~~1·t;, ~~·~u~~-:;i:;;.~~ ... -=-t ... ~.u..t:~":"¾~~~ , 
.. ~ 

[ D Supeniisor O lead Worker j 
~ ~ 
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CMS ILLINOIS DEPARTME:NTOF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSITION DESCRIPTION 

Preferred QttaUfications fin Order or Signiflcance) 
1 . 1 year of experience In contract budget ana!ysis in a public or business organization 
2. 1 year of experience utmzmg Exoel, Aooess, and a-coounttng systems in a pu bac or business organization 
3. 2 years of experience in a professlooal setting applyirtg lhoroug n. kn.owledge of 1he program objectives of 

agencies developing social poUcy 
4. 2 years of experience in a professiooal setting applyillg extensive knowfedge of tne structure, organ,zation. 

and methods of social welfare ins1itu1ions 
5. 2 years of experlenoe in a professi0:na1 setting applyjRg technical ability 10 arlalyte and evaluate programs aM 

prooedures 
6. 2 years of experience in a professiooal setting applying me abUlty to \/enfy that program operatioos comply 

with all rules, regltlations, policies, and procedures 
7, 2 years ot experience kl a proresslonal settlng applyipg U\e abiffly to effectively 00111munlcate ideas in written 

and oral form 

Position# 
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Fbsition# 

Q.6104 
IU:lTICND~PTICN 

~ MC026Cl.ARfY 
0 MaJZT AID1lOfW_ICBIJICALO-WU 

0 MC028WCffCCDJNTYow«l: 
0 M0021 A9:JU9i 
0 MQ49 roMt,N/JfO A:AU.CO\llOO 

0 MQSO&AT6W.PEIWXA'IION 
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OVlS IlllN:ISDEPARTMENI'CF 
aNIRAl..~9!RVJCES 

O.S104 
KS'J1(l\lDES.'.1UP11CN 

f NOTI:: 9..pel'.,ig)f}' or lead 0000-~~lities !!Yit oo desoioo:J in a detailed dLd.y stat~) with a tirre 
\ per~s) allotted. If a lx>x\'\85 checked atx>Ve, Ust p:>Sition tltfe, ~ runtJer, aoo nurroor of SlJxlrdinate 
: irKl.JTt)ertsor authorl2ed fur1ded headcount • 
l 

' 

-:"~~~~;;! 

h 
❖ . • 

~ -. ,f ~~-....... JIN .,,,.;'= . 
~ Minirrum Oyatffications 
; 1. Requires knov.iedge, skill, ard rrental devek>prmnt equivalent to corrpletion of a master's degree 

2. Requires two years. of progressivetf responsibte professional experience in comrunity oJganizatlon, 
social 5efVice ~rk. or In program planning and developr'nant: 

3. Requires the abilicy' to speak aoo wn'te Spanish at a colloquial skill level 

Position# P~2of3 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVJCES 

CMS-104 
POSITION DESCRIPTJON 

j Preferred Qualifications (In Order.pf Significance) 
) 1. 2 years of experience analyzing and reviewing case ~tuations in a public or prival.e social welfare agency 
' 2. 2 years of experience oonducUng an official oomplaint and problem resolution process in a public or private 

organizati:on 
3. 2 years of experience conducting research in a public or private organization 
4. 2 years of experience in a public or private organization utilizing thorough knowledge of the structure, 

organization, and methods of social welfare instiMions 
5. 2 years of experience in a public or private organization utilizing advanced technical ability to analyze and 

evaluate programs and operations 

Position# Page 3 of 3 



CMS IillNJISDEPARI'MENf CF 
CENfAAL:tvlAN\CEv1ENT SERVICE 

Clv6104 
fffiTICNDES:RIPTICN 

~FWOON 0 M(l)24 PCSTIOI NUMEEROWU 

JI.MYlileCOl.rt I ~ MCD26G.Nl.lFY 
~>.NJ.N.t,,M~~~'M~~J;,l,l-,',N~M-J,W.-M,•M,W.,W.'-NM.',,~-NMN.O..V~ ..... y..).'.,f-1,:",:..:;0.:.:,.~~:.';.~-~u-.:-!-·:"-!--,.:.e.-~~:.e.:~.:-!-",!"' -,w~~ 
!:!;;:.,.'.\2£.±::!Hf-<tio/'.c)C'::.<.;,;l;·.:.;:.;.•:·:::~.,,·:·.:,.;❖ ·.::.:··.;' • • .:.:,:~i&HiiiJ"' "'<" :;~.::·,--:)¢,.::~{"' "'.~! D MC027 AOlTIOW.IC8fllCPLG-Wa 
~i«~~~t(~-?{{}jj-)Tu\~i~~J ;~~i~t~~~ -~ ;,~: ~~;w jjff ,~1 M , 
~~i§i§l~~~::.::1~.:.;;.:.;;;.;;,;;,·-;;;,.:.-~~;;.;;. •• ;.;.:.-;:.;.x;.1;~;.x~~""'-~i:!:h~A:,,1-,1-L.i.;,f""""""--""'".i"l g M==~owa 

1 ! 
, ; : D M049r:x:mtfflASOf6'!1J.OCA'Tlc»J 
• · • ··••--• -• ••-•-••• ••- • • ••-•-•-•-•04•-•-•-••••• •••· ••••• ••-•-•••••• • •--·••-•-•-••••• ·•-••••-•••MO·-·-·-•·--·-... •·••·••·-.. • ·· ... ··• .... • .... • ........... .... . 

NEW/f1,EVQDR:sllON , 0 MC50lAIBW. ~ 

~ag> FO)lO l N ! □ MCJ!i8llfWAfO~llON ; 

E~~½~~~-mlr4Wfflf.Mli~fi{Jli;fiJRI.tu]ili1!1~1±1f;JD~i~!Iff.l 
35% i 1. Serves as Cook County Regional Counset 

j • As directed, rep,esents the Departrreot at hearings on assigned calendar in the 
j J uvenile Court of Cook County, includlng tetrporary custody, adjudication, disposition, 
( penranency, status, progress, temination of parental rights, and rrotlon hearings 
I • Appears personally in co·urt especially on high profile or corrplex cases, fn the 

, ! perfomance of duties , 
l ........................ J .................... • ..... Travels.to various locations. in .the perfomance of duties ·-·-·············-·······-·········-·················-·-·-·········~ 

25% ) 2. As directed, provides input into or conducts screenings to determne wiether rrattErs are ; 
) legarty sufficient to present to the court 
i • When deficiencies are identified, inforrrs the workers and superv.sor of the deficiencies 
) and recOJTrnands necessary corrective action 
i • Provides tegal advice and counsel to workers, supervisors, and adrrinistrators, as ! 

assigned . 

.................. ......... ; ................ ,. ........................................................................... ·-·-·--·-·-·-·-·-···········-············-·· ····-····-·-····· .. · .. ·········-·-· .. ····-···-··· ........... _._ ... ·-···-·J 
: 10% i 3. Translates and interprets, ooth orally and in writing, for Spanish speaking clienm i 
! i regarding services available and the proper corrµetion of form; l 

~ --,.,,-.... ~ 
r---·--.so/4-o - :-···•----·· 4:·· Provides· input into the planning and developrrent of training for staff on lega I issues • • ·-· ; 

j • Conducts legal trainings for OCFS and POS adrrinistrators, SUpeMS-OfS, and staff 
i 

t _______ , ···-···· ....... i . ·····-·--·-·····--··-·•········· ....... , ...... , ........... , ....... , .................... , ..... . 
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a£ IWKXSDEPARIMENI'~ 
CENI1W..~5ERVICE 

o.£-101 
fffillCNDE:CRIPIIQ\J 

t!?tl!m~~¥1~1mB~~~B.!1t1f.lJHlt~~]Itifl'fiifrYtfi~~~-fdmEfZS~h¥li 
5% l 5. As diracted, rrakes penodic visits to assigned area office(s) to p-ovide on-.site legal 1 

1 consuttation to v.orkers l 

l (f Prepares rrem:>randa on legal issues' .. .. ..... ... . ............. . .. l 5% I • Reviews or drafts proposed legislation or policy docurren1s and conducts research on 
legal '5sues 

'.-- · _______ ._ __ .. _._ . ...... -Q-... .. . .......... . , .u . .... .. , . .... ..... u . ... . ..... . .... ..... ... . .. - ~-·-··· ··· ··· ··· ··· -··-·· ··· ··· -·· ··· ·· . ... ·"''"···· ... . ... . . , . u . .... . ....... ' ... , .......... . .. , . ... ... . u ........ '"''"·' ...... . .... ~~ . ... .... ....... ... ............. ......... ....... _ .. __ .._ .. , .... _ .. ______ : 

\ 5% \ 7. Maintains current v.orking ~edge of relevant federal and state statutory and case j 
: i law, state and federal regulations, and Depart:rrent policy and procedures 1 
l ~ ~ 
i..--....... --- , _ .......... ------.. - ........ - ....... - .. -..--..--..-....... ...-.. --~----~----~ .. - ... -... - ................ --~- ........... - ..... -......-.---..,.....--,-..--e--....-.......... .....l 
: 5% i 8. Maintains records of activities and actions taken on behalf of the Departrrentand reports : 
! ) to supel\lisor regan:fing sa~ 
i ~ 
i : r S°/4 T ..... ••• .. ••• ••• • • g;·• • .. Patonrs•·otrier· auries· ·a·s • re4u1i-ed· oc· asstgnecfYAlid,· are··reas<iratiii wittiin • tfie. scope of 
: I the duties enurreratEd above 
: ~ 

' 
lli~Iiffi~-Jzi::'.:~:- 1111 :.~.?i 

._, "="Ab """"'' ·-- . .. ·=w."""'b;;,,u,.,""""'" .. . , · • ., •• ,,-,..,..•o:~~~~il 
···~·~,;~...,:-;.~""'"'~.:..~oN<,;.:(.;.:<,;·.:.:~"',;,.: .-,;~:.;«'"'-'!li:..,:,;.:,;,-...:,;J,;...:-,;Xo;:..-.;~-..~"'~~--,..:.:,....:,;,..,;..:<,;,w;"'-"'-'i~~ .. ~.:,;-~...:~,---, ...... ··,;,;-:.;,;,;,:,.;,..;-1.-.;.:i,;-,; • .:-,.'"' ....... ~,.:;.;...;~ 

! Piliic5eNiceAd'l'irutrator 3701Sl6-Q3.200-1Q.Ol i :"~ feltor~~onal ! 
i,.:.~~~iJt i~1~{~- ,,__ nJw!t1>~1Jl~_l~?4;~1-t{tftr~:#'U:tt.:ttH.(.~#t·/l·.tf!jf!ft~•lf.iiwef~!.il4!_f~ftl,-!.M:1,~fM{,;.,:!fU:.#:l~r:t/:t.r/f.f/J.l..t/l.fffll,1.~w..;,;,.:~~ 

f ~ , ~~~~~ -- . /: •• .. , ' .. J~fJ.ifri.::1~#1\i!;:_~1:r~ttr:-$,1-;:n :i~t!?E=iiim~Ui,SWJffl:.; ;;; ffffi\ti/i;f.1.~fffaiJ;~1 

! □ 9-paNsor □ LeadWo<tsr I 
l - t 

: NOTE: 9JpeMsay or lead WOfker resp:msitilities nu;t be ce::ribed in a retailed duty state, a t{s) with a thre ~ 
! per~s) allotted If a box was checked above, list p:>Sition title position f"M"l"OO", arrl m.rrt:e" of Stb:>rdlnate ; 
i if"IClMl'bents or altilorized fi.rmt heacbx.nt. ! 
r;1:tzt~m-i ~¥Ju:f$7:ff...zl£~~r • • •• •• • • • ·-- ... • ~n~:1~v:~11sni1!1l~11&~~~, ~;'{~"~ 
£:±.:~~.::...:.::..~ ~'"'.!::~t.ii;J;):~+,A~-!w-!--:-r-: ~t~~tt{;;~':.-;;_~~ •. Jf''J.;;~~~-8 · ct._H.Sf.! 
: =9 

[ . ',, • . . . 
1 MjrjmmOl..aliflcaoons 
! 1. Requires graduation from a recognized law schoot 
! 2. Requires possession of a valid Acen.se to pcacti.ce law in Illinois 

3. Requires ability to speak and wme Spamsti ata colloquial skill level 

! P refe®d Qualifications oo O,:der of Significance> 
l NIA 
i 
i 
i 
i 
i 
! 
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CMS JLUN01S DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES 

CMS-104 
POSJTION DESCRJP'TlON 

r~.;~~~liit~i~~f~t~uIBii:£mrnw111t.i;Jftm1G~11titfi.€AatjfI?tJ41ixili1fr;.;_wsiii1:L~£t1aiH1D.m~70i:1 
; 1. Requires the ability to pass a baokground check. ' 

2. Reqtiifes ablllty to travel ln the perf()(mar.oe of dutres. 
3. The conditions of employment listed here are looofporated and related to any of the job duties as listed in the 

!r;tm \lll~~~~ ~,,.,,~~~~~K-~J~~~ 
The IINnols Department of ChHdren and Family Services is seeking an mganJzed, professional, and results oriented ' 
individual to save as Cook County Regrnat Counsel. Under generat direction, this position will rePf"esent the 0epartmeflt 
at heariings on ass[goed calendaf in the Juven~e Court of Cook County, i.n:cluding temporary custody, adjudication, 
disposition, permanency, status, J)f"ogress, termination of parental rights, and motion hearings. The position will appear 
personally in oourl, tispecially on high profile or complex cases. This posltlon wiH also PfOVkfe rnput into or conduct 
screenings to determine whether matters are legal sufftcient to present to the court and will utmz:e Spanish speaking skffls in 
the performance of duttes. This positlon is a great opportunity fo, anyone who would like to use their skYls as an attorney to 

_ benefit child welfare services. 0CFS offers a competitive compensaU.on plan, excellent benefits, and a pension program. 
; The ideal candidate for this position will have excellent legal, research, and organizational skills. We invite aN qualified . 

L!!J>f i~,~-1~-~x'#tgJR~,,~£-J~=!ttti~~~~~f,.~ ,~~,,g!~~tifilt~J~~~,~,2ltl~J1,~,~~t~mmi~i¾-fa'/;i<~i•Wt•,~·-,R""""J h.k;..t~;;.,ii&,.Ht.;;"t-r'.W,; .~"11:< .. u;..ti"m1W1<~i¥J6~'6t~U I. ,. , ••. , .. ",', "' ''"', ,v, •• ; -,,.,~.,, • .., ••. -:-,,. ,,. •/-.,,, ·-, •. , • F~, .,,...,,..,.<"''-', ·.tj, ,., , . .,.,. ,, , ·.-,.,. ':(, .·w ,--, ,., ,..,,. '•," 

E~~~~~~~~1£~nt~~~iillsifiitilili1iirrlafuJjfjjj§}i{fffilllfl1liflif~~iiliilifilJJit-tlilifil.iMY~:&44ici1011tlliifij 
[ 0CfS is deeply committed to the welfare and protection of chUdren. Our goal is to protect children by strengthening and l 
; supponrng famUies. In every effort. from fecelving hol.llne calls to reaching family r-eunificatJon or foster care and adoption, j 
t children and familfes are our focus. l 
IC>l"":-~» ................ ........: ........ "":,~-~,-~~~~·»:--,:,->»;:o,,."~~'('<:,:~-»-•:"❖X'-) ....... ~~)"»») ~ ~•)»'l"N ··-,,.. ... ~)~~~:-t;,i-,.:,:)1'»,;"»-"")"'m~~ :-.-..:-,:.»)V)m ) ....... w~...;o:~ir::-~).'"-!'),:";,-W:-»>---:O~'f1:='l'»l"»~ 

B-i;' ;;i~'-1-""'i-;lt,;,Y_;:;.:~w~N~;';=,·:rn~-,•·J~,rm .. · ,i~-' • • • • -«,,-,.,~;;;~..,;;., .,.;,,. '~ >••,r-o-""'"<''i:l''hs.l&<"'M•·;;; 
n~ 1.J.U';G.r0tt-M:~WJ . .l~~~~~lll}f5'~3/2)tJJ1u.v~P~tJt"I ~rH?~i~~,.~:~ -~,r: ·- '.-¼ ~ ~ . ~ ~s»Jf;~~,~~~~~WN~2~:l 
,_-;.;;-:...li.--&M:a--.-;-.~;-.'',;;-;,;.tt:, ... ~.-.',!'l--1t::hU~'./:tV,ri:,r,.·,·Ni-·.,..,.,. .... -.-,.,..:,1,,v..~i'U.-..:,r,.·r,·••u,-,r,fi•,u~~fflMN<Y .-, . • ~{',-,-v,..•,•~••U1Y:,v,,"i,,.w,,y,(f,6'(..X,,.,.;.w,..-f..,-uNl"'iiNfN..U,Wll"~Pf(',.'Ull'(.(,"'(~ ·1«v1iU•YN(~J.;; .............. «Yi'-YiiioVY«v-. .... .,,,c 

I 1 I MM'"c- D . S~ ' i 
i 0S-OS-23 i e....- :.v....,., .. 'l ~,g ;µ- j,'.i',.).c._:, , '. 6y Do-i,c.g tvf~ , 

,, , ,, •• ,, •• ,,.,., ... .... .... , .......... : ••• ,,., •• , •• , .................... , •• , •• , ",. ,.., ..... .. •••••u••••••,o ~.,., •• , •• ,. •• , •• , • • , •• , •• , • •• • , •• ,. , •• , •• , •• , •• ,. • • ••••••• • • ••••••• • ••••• .. •• • •~, ·•••••••••••••••••••• •••••••r 
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t~~H'ti<•··•;/ii""r,,.~~~'i!in,..,..l.lili:'..~·5.~:l..''Q'.:l.·;;;;,™°ff:~~'iiffl'gF-'~"l,:~•li*"'"·,...,1r11t~~~&~·,,,,,,,,,,,.,,,,,.,,.,.,,._~,·,,.,,,,,.,,~~,,,.,,,,,,~~ 
}.7.t~'M~~i·J~~~.J.a~i~t!l~~~~~~~-· :•, I -: ~~~~S-fiilttE~~HJ~EfiJ:Si2iZ~ 
j • Appfies 1he appropriate Rules d Evidence in ruling on admissibilify of evfdence j 
j • Suppfements interrogation as needed to ensure a complete record 1 
j • Drives or travels lo various locations In Ula perfomiance cl duties I 
I•"•'·" 1°" "·"·'· . a, ... . . ....... .... 4.'''Prepares oomp'lete administrative records iii cases appeate-:, 'tothe 'eirc:utt Couitoo~·"·"·"·· .. I 
! I administrative review in accordance wm, the llfhois Admtnislrative Procedure Act I ! - • - i: 

i • Prepares S1a.Usttcal and subsmntfve reports on w0f1cfk>w and case status 1 
~ ~ 
i' ....... 109£ ,....... .. .......... ~ .. ·--··s. 'iransbdes and riteiprets, bolh orally and in writing, ·1or Spanish speaking. clents .~ ............... •·i 
I regarding services available and the proper completion of forms 1 
! ! 

~ '" 5% '" .......... .-............... 6. ·on a regulaibaiis.'revlews developments 'lri lhe retevanitaw,boih state· and fedemt,--···--·i 

I and oondUcis legal research Into more comptex Issues ! 
: t 

;·--si6-- -----7~-Providesinput to 1he cKiefMminlsiratlve Caw TudgeTn'formulating encl reviewing ruii-·t 
; and procedures pertaining to the Administrative Hearings Unit ! ' . . ' r • 
• ----~--- L 
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j'.~ @f,~" ""~~;, ,❖,L • • ~~ ❖!~}!i'~.rl. •"'4"'&~i.i•"rn:~&~t~·~ • J,,,~ ,i ,,~,~~.r_.lfi\~~~~L:!?;:,; 
Fili.~-·. .·, ~ tlitiEiitft?r,,.._~""'"'}l.iifiiiiViiii~'llo"'"'~~ .. ~~ • • .. l,_l~~Air'"~~~ ··"'iaM~~ 

l
\ :mc.'i.Wi\iffl~· • .P:lf n11t:P • . • ., ~wi::fflmuwi!JfQW.Q$1~.:;D.PUOiw, ~.~• • : Affl>l~~n.~;:;; /;.)ti~ 
::;;a~iCMldw" "'" <.~, ~., lo'll1M~ii.,;.r,:~~"Y!'t1if<i'•6~itra.: .. 'lfc:f,ii,,iiwW'i•f ·j,;a~ ~ .~)!Mo'. Iii.ii•;.~;~::::~!:.~~.: i: :: ; <:Si~ 
:::-~ . ,, t!f:., .. :..;-; ~:-;f.~\~""""=''""""=°"''.~~~,::;~~~J:f_:~~-~ .t ....... ~~ ~-----x-~.:!;,:1-XNX~x~~',';,-;f~:-;-:..{:!-.-:· ~ 

i Preferred Qualifications (In Order of Significance) 1 
j 1. 2 years of experience apptying thorough knowledge of common law and of state and federal laws, ] 
j parocu?arty relating to admintstrative and regulatory functioos ) 

2. 2 years of experience applying extensive knowledge of Judicial and quasi-Judicial procedu,e and of the j 
ru1es of evidence. hearings. and trial procedures l 

3. 2 years of experience ~ying extensive knowledge In the f ield of law with which prlmanly concemed j 
4. 2 years of experience~ying the ability to plan. lay out, and review work relating to complicated tegal \ 

probferns ! 
5. 2 years of experience utilizing litigation skills . i 
6. 2 years of experlence utilizing skf U and ability fn anatyzing. appraising, and organizing facts, evidence. 

and precedents concerned in difficult and complex cases and in presenting such matenal In clear and 
logtcal form tor oral or written presentation, as briefs, orders, reports, or decisions 

7. 2 years of experience applying the abitity to exercise sound judgment In apprafsing and evaluating 
problems of a procedural nature 

8. 2 years of experience rn a prof esslonal setting demonstrating the ability lo maintain satisf aclory working 
relationships with superiors, other attorneys, empbyees, and the genera1 public 

~Mf7~~~?~~~~ ~~~~ ~~~Jis7ITfilt till.11t~ff:TBmE~fi]tf~}f ~ffiV~t~7!~~:;~:~~;~r~·31r~0110-~~r~TEt8?3/T;:ls~sg2Jff~2J. 
I,:: .2:Q'f.. ~ -~-.:• .-. ~ ---At-:-.t,;..-..,. ,_. ~<".h,::. ... ;•:7":•tk:.:::::-=:• 1...,;,;,,..,. w-!1,-:;..,-...:,.,..,.._ :,.v, j.,_:,.,_,t.,. ❖•;:= , !:' fu~ . ._._ .._:,. • • -~ -.·-:,-,·•,; ~=h.:-ti...,"'= -_.•-:;..-<,••;;=• l ,,_..,_._-:,~.-..-..-;y.,.- ,:;.,_-!_.; "'~¼~._.~,:,..,.' .;--:, •N-. .;_,.. ~ _.,._ 
a,:..,i:<'.:~~,¼;:~.:,;,,,: ~,~ .......... ~ ............ ( .. ~,&,~~ i,: :,,&;,:.,:;;,:;,:.,,;,, ...... , .. ~....:..,k,._-». ... ~ • ·-· ~~ .. --=.:..~,w,1«:ii:~«.:~ 

1 1. Requires the ability to pass a background check ; 

¢!i~~l'li&1f P-il1~J>~<?.~!!.,r,1,;tititi~t!t~f:l-·~,.,~Jl!~i~:'irw..,J~'5:~~7~,r"""·""f. W,
7 ,·.·w·.·,··"," ;·~'f~ 'i'iiia"'cmri:iJ 

~t~ff~Lijiif~~fr2@~~r.t~wl~~fl~}mc2~~i~t~i~.~l§~Jfr~fa2:,1o;iJ,i.±:.1h~Jlj~f~jt}~ 
f The lllfnols Department of Children and Famfly Services Is seeking an organized, professional, and results oriented r 
f individual to serve as Administrative Law Judge. Under administrative direction, this position will monitor the adjudication of t 
[ complaints issued under the Illinois Department of Children and Family Services from the date of issuance until completion j 
\ of an order recommending final disposition thereof to the Director. The position will compose fonnal written 1 
l recommendations for the Director's action and wtll review tapes and transcripts, documentary evidence, and post hearing I 
[ briefs in order to prepare recommendations for the Director. Toe position will prepare recommended orders and decisions I 
[ and set forth specific findings of fact, conclusions of law, and analysis of the relevant statutes, regulations, and court t 
t decisions. This position wtll guide the appeal through pre-hearing phases and wtll preside at fonnal administrative hearings f 
l convened throughout the state. Toe position 'Nill utilize Spanish speaking skills in the performance of duties. This position [ 
; Is a wonderful opportunity for anyone who would like to use their skllls as an attorney to ensure appropriate actions are t 
[ taken through the administrative hearings process. DCFS offers a competitive compensation plan, excellent benefits, and a ! 
[ pension program. The ideal candidateforthispositionwill have excellent legal, analytical, and organizational skills. We 1 
( Invite all quallfled applfcants to apply to Join our Innovative team to help make a difference In the lives of children and j 
l.f~rn!ll!ill,'I,.. .. . ... ... .... .. .... ,.. ....... ... . ... .. .. . .. . .................................................................... .. ... .. J 

iii:~iil1iillifi~liti~liil[til!ii1WJiUfiii,lTili1I~t~rR~Ei~iii1ti1~~¼.{~!fifrt1fB~ft1Jllffl1Tm~11m 
l DCFS is deeply committed to the welfare and protection of children. Our goal is to protect children by strengthening and t 
( supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption, t 
i children and families are our focus. I 
"··'F. •• ,,,, •• ,,,,.:::::::::m;m'!.""" ''R~"''"'~'"'"!Y"m"'-'"'"''-'H \g¥.~·, •:::·,"-'"0>'W'#i'"0'/:'/{' " ''''-'{W~'J!<"~lll'W'~'''''·'··'''·"'"wwt1;::::::;.;: .. :::::,,;11,,w1,1"':fl'"'"''}'"'"'"'1'(t/'t"ffPI.{ 
p,;•1ft;~:,~'ii iMS;r.,,::s:':""1;,;,.tl~R·''#.~~l¾01HtkJ1'M<' . "' · '''ikts.u· • 11n ut&o.R"J.i1·~.~~·R·1t, +:t{.n\ fJiIN' '~'f.utt,ilt(i'1~iii'j{1R'·~:itr.;.i:S?dfil.0inr ·J: :rt 
~--.r-D~-r~:1::;:~-~ ..• : ~•~t:-M J.l:~A~":;.~:-:::; -.• . ' .,. -::,.,~- . f!:":~~- - ·,r; ~AwilU .114= . ~~- -~~--,.,~~ - ~:J\ ~?~M';;;,il: ~t~;J:\41 ... ~ .. ~ ... , ....... ~~-~ .............. ~~ i_fr~ , ... a,~ 
~~~~,..;;s-,t~~i~~i~B:~-¥.:~::&~~~~~~~~~~~~~~~~~~ ~~~ ~~.;;.h.;.:;~-i~.J.w~~,.:.~ .~~ -?,;,..,;.:,-t~~~--~1.;,.~·-..:m~ .... ,:..~-.;~,;.:..'W.~~ .. «i~~"~""'~':.;,;~J.Z~-~:;.$~<-~.;:,j~~-~.fu..~~~~~~ 
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