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State Services Assurance Act Report (2026)

Report to the General Assembly
March 27, 2026

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 on bilingual employees currently employed by the Department of Children
and Family Services (DCFS). Establishing positions with multilingual options and incorporating multilingual
skills into existing positions allows our agency to provide services more effectively to our clients and to 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. The Department had 180 bilingual
staff on March 11, 2026. This is the highest number of Spanish Speaking employees in bilingual pins in the
Department’s history. The Department’s Office of Employee Services has held several on-line and hybrid
recruitment events which have yielded positive results. We also recruited from within our own staff those
who spoke Spanish fluently to become certified. This effort also met with success. We additionally have 14
certified bilingual Spanish Speaking staff who are not in a bilingual position but cover Spanish Speaking
cases when needed. If we add these 14 certified bilingual Spanish Speaking staff the Department has a total
of 194 certified bilingual Spanish Speaking Staff. This meets the State Services Assurance Act requirement
for DCFS for 194 bilingual frontline staff.

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 has a Burgos Consent Decree Workgroup that meets monthly.
DCEFS also complies with the State of Illinois Public Act 103-0723, Language Equity Act passed 8/2/2024
which requires meaningful access to services, eliminating language as a barrier to services. DCFS has a
Language Access Steering Committee which meets monthly to evaluate the need for services and other
assistance.

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 312/465-9404.

60 E. Van Buren St., Suite 1339 ¢ Chicago, IL 60605
312-814-6800 ¢ DCFS.lllinois.gov
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DIV PIN CHMS
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT WORK SITE POSITIONID BILINGUAL
LANGUAGE
aominisTRATIVE | DIVERSITY: 1 4 hinisTRATIVE c:':::go
HERNANDEZ,LORENA EQUITY & 053797 | ACTIVE 0050116052000199 SPANISH
ASSISTANT | SUPP INDIANA
INCLUSION OFFICE

1911 South Indiana Avenue » Chicago, lllinois 60616-1310
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DIV PIN CHS
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT WORK SITE POSITION iD BILINGUAL
LANGUAGE
CHILD CENTRAL CHILD PEORIA FIELD
ALANIZ,NORMA PROTECTION CHILD PROTECT 837154 | ACTIVE OFFICE 0716316831006199 SPANISH
SPECIALIST PROTECTION SERV
CHILD COOK CHILD CHILD CHICAGO 1026
ALATORRE,YESENIA PROTECTION PROTECTION PROTECT 895160 | ACTIVE S DAMEN 0716316897002199 SPANISH
SPECIALIST SERV OFFICE
CHILD COOK CHILD CHILD CHICAGO 1911
ARROYO, LILIANA PROTECTION | oo o (o | PROTECT | 880880 | ACTIVE |  SINDIANA | 0716316885102199 | SPANISH
SPECIALIST SERV OFFICE
CHILD COOK CHILD CHILD CHICAGO
CORDOVA,ESTHER PROTECTION PROTECTION PROTECT 918890 | ACTIVE EMERALD 0716316913003199 SPANISH
SPECIALIST SERV OFFICE
CHILD COOK CHILD DEF CHICAGO 1026
DE LA MORA,MIREYA PROTECTION PROTECTION ASSIGNMENT | 890254 | ACTIVE S DAMEN 0716316897000798 SPANISH
SPECIALIST INV OFFICE
CHILD NORTHERN CHILD NAPERVILLE
FURIO,JESSICA PROTECTION CHILD PROTECT 822609 | ACTIVE FIELD OFFICE 0716316826002199 SPANISH
SPECIALIST | PROTECTION SERY
CRILD CHILD
GOMEZ,VANESSA PROTECTION g::TKEg:IOLEI PROTECT 887807 | ACTIVE ngingglt:}\' 0716316886003199 SPANISH
SPECIALIST SERV
CHILD COOK CHILD CHILD CHICAGO
GUADALUPE,RAQUEL PROTECTION PROTECTION PROTECT 910972 | ACTIVE EMERALD 0716316918001199 SPANISH
SPECIALIST SERV OFFICE

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310

312-808-5000 » DCFS.Mlingcis.gov



CHILD | cHwD
IBARRA,MARVIN PROTECTION 5:31'235'.%3 PROTECT | 888294 | ACTIVE cgging:ﬁ:-w 0716316886002193 | SPANISH
SPECIALIST SERV
CHILD CHILD
KLIMUNDA- COOK CHILD DEERFIELD-
PROTECTION PROTECT | 885525 | ACTIVE 0716316886007199 | SPANISH
OZOGULVANESA ootseTioN | protecTion il COOK COUNTY
CHILD CHILD -
LOPEZ,MARIBEL PROTECTION ?:31'23?.'33 PROTECT | 913929 | ACTIVE "‘;‘:‘:'::’g: 0716316912007199 | SPANISH
SPECIALIST SERV
CHILD CENTRAL CHILD | rocKISLAND
LOPEZ,MARTIN PROTECTION |  CHILD PROTECT | 837151 | ACTIVE o 0716316832007199 | SPANISH
SPECIALIST PROTECTION SERV
CHILD DEF
MARTINEZ-VARGAS,GLENI | PROTECTION | SOOKCHILD | oo ioNMENT | 800184 | Active | PILLSIDEFIELD | oo 6316804000799 | SPANISH
| PROTECTION OFFICE
SPECIALIST INV
CHILD NORTHERN CHILD
MARTOS-QUICK,ROSARIO | PROTECTION |  CHILD PROTECT | 823650 | ACTIVE | JOLIETOFFICE | 0716316824003199 | SPANISH
SPECIALIST | PROTECTION SERV
CHILD SOUTHERN CHILD COLLINSVILLE
MIRELES, JAIME PROTECTION |  CHILD PROTECT | 8sass? | AcTivE | To-ISVILLE | o716316862009100 | spamisH
SPECIALIST | PROTECTION SERV
CHILD NORTHERN DEF WAUKEGAN
MONROUZEAU KATHERINE | PROTECTION | CHILD | ASSIGNMENT | 821050 | ACTIVE Pt 0716316825000799 | SPANISH
SPECIALIST | PROTECTION INV
CHILD NORTHERN CHILD B OURBONNAIS
MUNOZ,LUIS PROTECTION |  CHILD PROTECT | 827902 | ACTIVE | S9r SRR | 0716316820001200 | spaNisH
SPECIALIST | PROTECTION SERV '
CHILD NORTHERN CHILD
PANTOJA,DENIS PROTECTION |  CHILD PROTECT | 829935 | ACTIVE | ELGINOFFICE | 0716316823002199 = SPANISH
SPECIALIST | PROTECTION SERV
CHILD CHILD
PEREZ,LISSETH ! pROTECTION g::ég:tﬂ PROTECT | 910334 | AGTIVE ';‘;'::'CE: 0716316912001199 | SPANISH
SPECIALIST SERV
CHILD COOK CHILD CHILD CHICAGO
PONCE,OCTAVIO PROTECTION PROTECTION PROTECT 917830 | ACTIVE EMERALD | 0716316918002199 SPANISH
SPECIALIST SERV OFFICE




CHILD CHILD
RAMIREZ, YADIRA PROTECTION ggg&g:';: PROTECT | 887447 | ACTIVE cggi“g:fl';ﬂ}v 0716316886006199 | SPANISH
SPECIALIST SERV
|
o
CHILD | CHILD
REVES,TERESA PROTECTION s:g;g:‘;z PROTECT | 894236 | ACTIVE H'LLg'F‘:IECFE'E'“D 0716316894004199 | SPANISH
SPECIALIST SERV
CHILD COOK CHILD CHILD CHICAGO
RODRIGUEZNANCY | PROTECTION | SOURCRMD | PROTECT | 910071 | ACTIVE |  EMERALD | 0716316918001199 | SPANISH
SPECIALIST SERV OFFICE
CHILD DEF
ROSALES,SANDRA pROTECTION | COOKCHILD |\ ccionMENT | 894781 | acTive | HILLSIDEFIELD 1 oo 6316894000709 | SPANISH
PROTECTION OFFICE
SPECIALIST INV
cHILO | ' CHICAGO 1911
RUANO,DAVID PROTECTION g::ég:'é: g:T"E'g:gS; 887829 | ACTIVE | SINDIANA | 0716316881002189 | SPANISH
SPECIALIST OFFICE
CHILD CHILD
SALAS, SOFIA | PROTECTION | SOOMSHLD | protect | 4701 | active | DEEFTECD | 0716316886005199 | SPANISH
SPECIALIST SERV
CHILD NORTHERN DEF FREEPORT
SCHARWATH,YLENIA | PROTECTION CHILD | ASSIGNMENT | s1382 [ AcTvE | FHPEPONT | 0716316812000798 | SPANISH
SPECIALIST | PROTECTION INV
CHILD CO0K CHILD CHILD CHICAGO 1026
SOSA,MONICA PROYECTION PROTECTION PROTECT 893303 | ACTIVE S DAMEN 0716316897002199 SPANISH
SPECIALIST SERV OFFICE
CHILD NORTHERN CHILD WAUKEGAN i
TREVINO,DANIELA PROTECTION CHILD PROTECT | 821710 | ACTIVE Pt 0716316825001199 | SPANISH
SPECIALIST | PROTECTION SERV
CHILD 00K CHILD CHILD CHILDREN'S
vauDeEzERICA | PROTECTION | SOONCMLY | pRotect | sssatz | ACTVE | ADVOCACY | 0716316899004199 | SPANISH
SPECIALIST SERV CENTER
CHILD NORTHERN CHILD LAKE COUNTY
VALDEZALEJANDRO | PROTECTION |  CHILD PROTECT | 820714 | ACTIVE o 0716316828001199 | SPANISH
SPECIALIST | PROTECTION SERV
'l
CHILD COOK CHILD CHILD | CHICAGO 1026 |
VEGA,EMMIE PROTECTION | CODXCRUMD | PROTECT | 830867 | ACTIVE |  SDAMEN | 0716316897003199 | SPANISH
SPECIALIST SERV OFFICE
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CHILD
CHILD CHICAGO
ARROYO,LETICIA PROTECTION | COOKCHWD | ,onweer | gggs3ov | ACTIVE | 1026SDAMEN | 0716116897003199 |  SPANISH
ADVANCED | PROTECTION o p
SPECIALIST
CHILD
CHILDREN'S
PROTECTION | COOKCHILD
CORCOLES,COTY e iatcrs | roreomion | SEXABUSE | 8asesav | ACTIVE Mé‘é?,?::v 0716116689001198 |  SPANISH
SPECIALIST
CHILD
NORTHERN CHILD
DANKENSRING,CELIA | ' OTECTION CHILD PROTECT | 820740v | acTive | NAPERVILLE 1 o i6116826102198 |  SPANISH
aovancep | CHOD oy FIELD OFFICE
SPECIALIST
CHILD
CHILD CHICAGO
MARBAN,MARY PROTECTION | COOKCHILD | oreer | o1see5v | ACTIVE | EMERALD | 0716116913008199 |  SPANISH
ADVANCED | PROTECTION ol ploines
SPECIALIST
CHILD
CHILD DEERFIELD-
MARESESTRELLITA | TTROTECTION | COOKCHILD | oonrenr | ggzsagy | AcTIVE COOK 0716116886003199 |  SPANISH
ADVANCED | PROTECTION o oty
SPECIALIST
CHILD
NORTHERN CHILD
VALIENTE PROTECTION NAPERVILLE
VASQUES SERGIO e ANCED CHILD PROTECT | s25418v | AcTIvE | NATRTMLE | 0716116826004199 | SPANISH
recirsy | PRoTECTION SERV

1911 South Indiana Avenue = Chicago, lllinois 60616-1310
312-808-5000 » DCFS.lllinois.gov
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! Div PIN e
EMPLOYEE POSITION | DIVISION FUNCTION WORK SITE POSITION ID BILINGUAL
PIN STAT
LANGUAGE
CHILD ADMIN
WELFARE ADMINISTRATIVE ROCKFORD
GRAVES,ARELY T e Rgcls;’v 080842 | ACTVE | o porcee | 0719016087001599 | SPANISH
REVIEWER
CHILD
ADMIN CHICAGO 2020
HERMOSILLO- WELFARE ADMINISTRATIVE
FRIES,ROSA ADMIN CASE CASE REVIEW R(écISEEw 088656 | ACTIVE w RO(F:EEVELT 0719016087006199 SPANISH
REVIEWER : |
CHILD ADMIN
WELFARE ADMINISTRATIVE NAPERVILLE
MICHALANABEL | o ocr CASE REVIEW Rgcls:w 080143 | ACTIVE | o ''oo - | 0719016087001199 |  SPANISH
REVIEWER .
. CHILD
ADMIN | . CHICAGD 1911
PANTOJA,ERIK WELFARE lolilL Lt 2 CASE 088650 | ACTIVE S INDIANA . 0719016087005199 SPANISH
ADMIN CASE CASE REVIEW REVIEW T
REVIEWER
CHILD
ADMIN CHICAGO 1911
ZAVALA,YADIRA WELFARE ol UL LS CASE 088652 | ACTIVE S INDIANA 0719016087005199 = SPANISH
ADMIN CASE CASE REVIEW REVIEW OFFICE
REVIEWER !
- |

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 = DCFS.lilinois.gov
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5 o CcMS
EMPLOYEE POSITION DIVISION FUNCTION | DIVPIN WORK SITE POSITION D BILINGUAL
STAT
LANGUAGE
CHILD
ROCKFORD
BUEHLER,LUISA e LICENSING FOSTERHOME | . . ciov | acrive | FiELD | 0721516137201100 | sPaNisH
ADVANCED LICENSNG OFFICE
SPECIALIST
CHILD
WELFARE INTACT INTACT JOLIET
DIazZPATRICIA | L | R noRTHERN | FaMIYoRmy | 792009V | AcTvE [ JOLET | 072151679210519 | sPANISH
SPECIALIST
CHILD
DEERFIELD- |
HARO,VERONICA | 'WELFARE COOK REGION PERMANENCY |\ 0700v | ACTIWE | COOK | 0721516478102199 | SPANISH
ADVANCED | SERVICES | counTy
SPECIALIST
CHILD
AURORA
| HERNANDEZ,DARCIE | WELFARE LICENSING FOSTERHOME | . 124v | ACTIVE | REGIONAL | 0721516137202193 | SPANISH
ADVANCED LICENSNG P
SPECIALIST
CHILD
. DEERFIELD- |
HUERTA, JESSE e COOKREGION PERMANENCY | \o0g7av | ACTIVE | COOK | 0721516478103199 | SPANISH
ADVANCED SERVICES o
SPECIALIST
CHILD STATE CHICAGO
WELFARE STATE CENTRAL 19115
HUZARYVONNE | WERTRE i c::;T:L 187356V | ACTIVE | “311° | 0721516181006198 | SPANISH
SPECIALIST OFFICE
CHILD STaTE CHICAGO
WELFARE STATE CENTRAL 1911§
ROBLES,YESENIA | NELTATE v c::(r;sm. 183638V | ACTIVE | T011S | 0721516181001199 | SPANISH
SPECIALIST | oFFicE
|
CHILD CHICAGO .
WELFARE INTEGRATED | 1e11§ |
RODRIGUEZNANCY | SELRTE | cumicatpractice | PNTERRER | agseaay | acive | NS | 0721516153140599 | sPANISH
| sPECIALIST OFFICE

1911 South Indiana Avenue ¢ Chicago, Illinois 60616-1310
312-808-5000 « DCFS.|llinois.gov




CHILD

WELFARE 60 EVAN
RUBIO,MARISOL ADVANCED DCFS GUARDIAN CONSENTS 248871V | ACTIVE BUREN 0721516241401099 SPANISH
SPECIALIST
CHILD CHICAGO
WELFARE ADOPTIVE 19118
SANCHEZ EMELY ADVANCED PERMANENCY SERVICES 594592V | ACTIVE INDIANA 0721516592113193 | SPANISH
| SPECIALIST OFFICE
CHILD CHICAGO
WELFARE PERMANENCY 1026 S
SOLIS,CHRISTINA ADVANCED COOK REGION SERVICES 488523V | ACTIVE | DAMEN 0721516488402199 SPANISH
SPECIALIST OFFICE
CHILD CHICAGO
WELFARE ADOPTIVE | 19115
TOLEDO,GUADALUPE ADVANCED PERMANENCY | SERVICES 595826V | ACTIVE INDIANA 0721516592112199 | SPANISH
SPECIALIST OFFICE
CHILD CHICAGO
WELFARE PERMANENCY 13118
ZAMUDIC,VERONICA ADVANCED | COOK REGION SERVICES 473349V | ACTIVE INDIANA 0721516478107199 SPANISH
SPECIALIST | OFFICE
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LANGUAGE
CHILD WELFARE
CLINICAL | CLINICAL HILLSIDE .
JUAREZSYONIE | SPNE'(J:?:LEIST PRACTICE | SERvicEs | 152690 | ACTVE | o rice | 0719716156000799 |  SPANISH

| CHILD WELFARE 5
SANCHEZ KARINA NURSE L0 LU 156620 | ACTIVE JOLIET OFFICE 071971615600099%9 SPANISH
SPECIALIST PRACTICE | SERVICES

| | CHICAGO
VELAZQUEZ,ELIZABETH e rse | cumen | cumca | oo | e | 1118 | cssasaosas | spanis
' PRACTICE | SERVICES INDIANA
SPECIALIST |
| OFFICE |

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 » DCFS.lllinois.gov
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DIV PIN T
EMPLOYEE POSITION DIVISION FUNCTION PIN sTar | WORKSITE POSITION ID BILINGUAL
LANGUAGE
CHILD WELFARE AURORA
ARTEAGA, KARINA SENIOR s; m;g‘:,‘::gf R';SL%ET';‘J :‘L 111451 | ACTIVE | REGIONAL | 0721716118204198 |  SPANISH
SPECIALIST OFFICE

1911 South Indiana Avenue ¢ Chicago, lilinois 60616-1310
312-808-5000 * DCFS.Ilinois.gov
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cMs
IV BILINGUA
EMPLOYEE POSITION DIVISION FUNCTION o | sray | WoRKsITE POSITION ID L
LANGUAG
£
CHILD CHICAGO
WELFARE STATECENTRAL | STATECENTRAL | 18038 | ACTWV 19118 072181618100119
ANAYA,DEISY SPECIALIS REGISTER REGIS 4 E INDIANA 9 UL
T OFFICE
() DEERFIELD-
ARANDA WELFARE INTACT INTACTFAMILY | 79148 | ACTIV oK 072181679220119 |
LOPEZ,KAREN SPECIALIS | SERVICES/COOK SERV 3 E 8
7 COUNTY
CHILD
WELFARE FOSTERHOME | 13150 | ACTIV DEKALE | 072181613720119
BARRAZA.BENNY | cprcrauis LS UL LICENSNG 8 E OFFICE 8 S
T
CHILD
WELFARE PERMANENCY | 33074 | ACTIV | WAUKEGAN | 072181633500319
CALDERONJVONNE | J2CARE | NORTHERN REGION ShAVICES . E P " SPANISH
T
CHILD CHICAGO
WELFARE STATECENTRAL | STATECENTRAL | 18038 | ACTIV 19118 072181618100119
CHAVEZBRENDA | coeciaLis REGISTER REGIS 5 E INDIANA 9 i )
T OFFICE
CHILD CHICAGO
WELFARE | STATECENTRAL | STATECENTRAL | 18738 | ACTv 19115 072181618100119
COBRDAANALIA | speciaus REGISTER REGIS 6 £ INDIANA 9 St
T OFFICE
CHILD CHILD CHICAGO
WELFARE |  STATE CENTRAL 18888 | ACTIV 19118 07218161812051¢
CORONA,ELISA Botiind EooTER mmxsr:scovn ; h oI 5 SPANISH
T OFFICE
CHILD
WELFARE PERMANENCY | 33344 | ACTIV 072181633400419
ENRIQUEZNEREIDA | 7= | NORTHERN REGION SERVICES . TV | eenorrice > SPANISH
T

1911 South indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 » DCFS.IHinois.gov



CHILD CHICAGO
WELFARE INTEGRATED | 15561 | ACTIV 10265 072181615314069
conzatezemma | WELARE | cumicaupracTice | TERIED . ; o . SPANISH
T OFFICE
CHILD CHICAGO
WELFARE | STATECENTRAL | STATECENTRAL | 18736 | ACTIV 19115 072181618100619
GONZALEZERICK | cpeialis REGISTER REGIS 2 E INDIANA 8 SPANISH
T OFFICE
CHILD CHILD CHICAGD |
WELFARE | STATE CENTRAL 18615 | ACTW 19118 072181618120419
HAYWOOD,UANA | STETERE e mmxe::ecovn . A s 3 SPANISH
T OFFICE
CHILD CHICAGO
WELFARE | STATECENTRAL | STATECENTRAL | 18736 | ACTIV 19115 072181618100619
Gl SPECIALIS REGISTER REGIS 4 E INDIANA 8 L)
T OFFICE
| CHILD o
WELFARE | STATECENTRAL | STATECENTRAL | 18200 | ACTIV 072181618100619
NMENEZSERGIO | DEP T A o : A cn-lu:[c)mu. y SPANISH
T
CHILD CHICAGO
WELFARE FOSTER HOME 13186 ACTIV 1026 S 072181613720419
KLINE,CAROL SPECIALIS LICENSING LICENSNG a E DAMEN 9 SPANISH
T OFFICE
| CHILD CHICAGO
WELFARE | STATECENTRAL | STATECENTRAL | 18736 | ACTIV |  1911§ 072181618100619
LOPEZ.CESARED | oorraLis REGISTER REGIS 1 E INDIANA 8 S
T OFFICE
CHILD
BOURBONNAI
WELFARE DEFERRED 33636 | ACTIV 072181633400079
LULE, FABIOLA R | NORTHERNREGION | ,OCrEREED . ! SFIELD . SPANISH
- OFFICE
ol INTACT - '
WELFARE INTACTFAMILY | 78716 | ACTIV | 072181679210319
LUNA,VIVIANA Bt senwces;uonmsa o j ™ | eeinorrice . SPANISH
T
CHILD
MCMANAMAN,HELEN | WELFARE | PERMANENCY | 33227 | ACTW 072181633400419
" apenalis | NORTHERN REGION eaCES : TV | eomvorrice : SPANISH
by
CHILD CHICAGO
WELFARE STATE CENTRAL STATE CENTRAL 18064 ACTIV 1911S 072181618100119
| MENDOZA,GABRIELA | opryayis REGISTER REGIS 1 3 INDIANA 9 il
T OFFICE
CHILD
WELFARE DEFERRED | 49470 | ACTIV | HARVEY | 072181649830079
LuellE SPECIALIS |  COOKREGION ASSIGN PERM 6 E OFFICE 9 AL

T




|

CHILD CHICAGO
WELFARE PERMANENCY | 48483 | ACTIV 10265 072181648840219
MORENO,ALEINDRA | JTEL = | COOKREGION oIS " T ooy . SPANISH
T OFFICE
CHILD
WELFARE FOSTERHOME | 13059 | ACTIV | GALESBURG | 072181613710419
ouvAsSUsANA | LR LICENSING N NeNG : ; Pt s SPANISH
T
CHILD
CHICAGO
WELFARE ADOPTIVE 59539 | ACTIV 072181659211519
ORNELAS.GLORIA | Siort?™e | PERMANENCY oers : ; EMERALD : SPANISH
AL | OFFICE
CHILD CHICAGO
WELFARE PERMANENCY | 48483 | ACTIV 1026S 072181648840119
PALMAMARISOL | gocdi'= | COOKREGION s . ; o : SPANISH
T OFFICE
CHILD
PANIAGUA WELFARE PERMANENCY | 33716 | ACTIV 072181633400419
R ARISBET e | NORTHERNREGION cemIGES ’ TV | e orricE > SPANISH
.
CHILD CHICAGO
PEREZ-AL WELFARE ADOPTIVE 59434 ACTIV 1911S | 072181659211319
MUHTASEB,ADA | SPECIALIS Uil 30 SERVICES 9 E INDIANA 9 o
T OFFICE
CHILD
WELFARE PERMANENCY | 33405 | ACTIV 072181633410119
RAMIREZMARILENA | STELARE | NORTHERN REGION s : TV | sovierorrice : SPANISH
T
wiﬂ:l;s INTACT INTACTFAMILY | 79947 | acTiv | CMICASO | 4o5181679220219
REVESISADORA | oorcialis | SERVICES/COOK SERV 2 E a0 9 L
T OFFICE
Wi:.“F:[;E FOSTERHOME | 13456 | activ | AURORA 1 oor1s1613720219
RIOSALFONSO | JtE iR LICENSING . 3 A REGIONAL : SPANISH
; OFFICE
CHILD
INTACT AURORA
RoDRIGUEZEULALA | WELFARE | convices/NoRTHER | NTACTFAMILY | 78856 | ACTIV | gegioma 072181679210319 | o4y 1gH
SPECIALIS SERV 1 £ 0
. AL | N OFFICE
w?:;?zz FOSTERHOME | 13187 | acmv | CMWICASO | o25181613720619
ROMAN,ROSA AL LICENSING e ENSNG : h EMERALD ; SPANISH
. OFFICE
CHILD AURORA
WELFARE DEFERRED | 33536 | ACTIV 072161633400079
saLASANDREA | ETIRE | NORTHERNREGION | oo ity : ; azc::)ggt : SPANISH
T




CHILD CHICAGO
WELFARE FOSTERHOME | 13818 | ACTIV 19115 072181613720519
SALINASMIREYA | SoeciE LICENSING b > g A : SPANISH
T OFFICE
CHILD
BOURBONNAI
SANTIAGO WELFARE PERMANENCY 33345 ACTIV 072181633400919
DELGADO,NOELIA | SPECIALIS | VORTHERNREGION SERVICES 1 E Sl 9 LG
T OFFICE
CHILD CHICAGO
WELFARE | STATECENTRAL | STATECENTRAL | 18645 | ACTV 19115 072181618100119
R SPECIALIS REGISTER REGIS 9 E INDIANA 9 Sl k)
T OFFICE
CHILD
EASTSTLOUIS |
WELFARE | STATECENTRAL | STATECENTRAL | 18096 | ACTV 072181618100619
VELASCOMAYRA | F FIRE e o o A REGIONAL : SPANISH
! OFFICE
CHILD
WELFARE PERMANENCY 36426 ACTIV CHAMPAIGN 072181636%00219
WHITESAMANTHA | SELARE | cenTraL ReGION o ors . AL st : SPANISH
T
CHILD CHICAGO
WELFARE INTACT INTACTFAMILY | 79016 | ACTIV 1026 072181679220119
ZAMUDIO,ELIZABETH | copeialis | SERVICES/COOK SERV 8 £ DAMEN 9 S
T OFFICE
CHILD
WELFARE DEFERRED 31535 ACTIV ROCKFORD 072181631200079
ZEPEDALESLIE | gocn | NORTHERNREGION | ,OCcEER > AL et : SPANISH

T
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DIV PIN cHs
EMPLOYEE POSITION DIVISION | FUNCTION | 1 STAT WORK SITE POSITION ID BILINGUAL
LANGUAGE
DAY GARE MAYWOOD
ANAYA,MONICA LICENSING LICENSING | LICENSING | 139800 | ACTIVE | o = 1147216134101199 |  SPANISH
REPRESENTATIVE Il
DAY CARE MAYWGOD
ARMENTA,IRMA LICENSING LICENSING | LICENSING | 135185 | ACTIVE OFFICE 1147216134105199  SPANISH
REPRESENTATIVE Il
bl i WAUKEGAN
GILES,ANNA LICENSING LICENSING | LICENSING | 134435 | ACTIVE OFFICE 1147216134204199 |  SPANISH
REPRESENTATIVE Il
DAY CARE MAYWOOD
GUEVARA,MARIA LICENSING LICENSING | LICENSING | 139897 | ACTIVE OFFICE 114721613410219% |  SPANISH
REPRESENTATIVE I
DL 2 WAUKEGAN
MEJIAS,RUTH LICENSING LICENSING | LICENSING | 131259 | ACTIVE OFFICE 1147216134204199 | SPANISH
REPRESENTATIVE ||
LA NAPERVILLE
MENDEZ,ROCIO LICENSING LICENSING | LICENSING | 130506 | ACTIVE | o oo | 1147216134205199 | SPANISH
REPRESENTATIVE I
DAY CARE
MORALES,ANA LICENSING LICENSING | LICENSING | 136825 | ACTIVE | JOLIETOFFICE | 1147216134203196 |  SPANISH
REPRESENTATIVE I
DAY CARE MAYWOOD
NAVARRO,JASMINE LICENSING LICENSING | LICENSING | 133814 | ACTIVE oFfice | 1147216134103199 |  SPANISH
REPRESENTATIVE Il

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 = DCFS.lllinois.gov



DAY CARE

MAYWOOD

NELSON,MARIA LICENSING LICENSING | LICENSING | 139997 | AcTIvE phtit 1147216134104199 |  SPANISH
REPRESENTATIVE I
e ' WOODSTOCK
NERI CANTU,YADIRA LICENSING LICENSING | LICENSING | 137003 | ACTIVE OFFICE 1147216134202198 SPANISH
REPRESENTATIVE il
AL WAUKEGAN
RICO,KAREN LICENSING LICENSING | LICENSING | 133444 | ACTIVE g 1147216134204189 |  SPANISH
REPRESENTATIVE Il
DAY CARE
RODRIGUEZ,MARISELA |  LICENSING LICENSING | LICENSING | 131267 | ACTIVE | ELGINOFFICE | 1147216134204198 | SPANISH
REPRESENTATIVE Il
DAY CARE MAYWOOD
VILLAGOMEZ,LIZBETH LICENSING LICENSING | LICENSING | 130170 | ACTIVE i 1147216134105189 |  SPANISH
REPRESENTATIVE Il
DAY CARE
VILLALOBOS, DENISE LICENSING LICENSING | LICENSING | 134153 | ACTIVE | JOLIETOFFICE | 1147216134203198 | SPANISH
REPRESENTATIVE Il
DAY CARE MAYWOOD
ZAKHEM,MARIBEL LICENSING LICENSING | LICENSING | 135212 | ACTIVE ki 1147216134103189 |  SPANISH

REPRESENTATIVE If




B Pritzker

DCFS

Ilinois Department of

Heidi E. Mueller

Governor Children and Family Services Director
DIV PIN WORK CMS BILINGUAL
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT SITE POSITION ID LANGUAGE
EXECUTIVE QUALITY ADMINISTRATIVE 60 EVAN
RAMOS,MERCEDES SECRETARY Il ASSURANCE SUPP 080823 | ACTIVE BUREN 1403316080000129 SPANISH

1911 South Indiana Avenue  Chicago, lllinois 60616-1310

312-808-5000 = DCFS.lllinois.gov



JB Pritzker

DCFS

lllinois Department of

Heidi E. Muellet

Governor Children and Family Services Director
v | PIN cMs
EMPLOYEE POSITION DIVISION FUNCTIGN PIN STAT WORK SITE POSITION ID BILINGUAL
LANGUAGE
: I
BELTRAN HUMAN EMPLOYEE SPRINGFIELD
. RESOURCES i ADMINISTRATION | 076240 ACTIVE 1965216072401098 SPANISH
0SGOOD,YARELA AEPRESENTATIVE SERVICES 4 W OFFICE
HUMAN EMPLOYEE 20w !
LANG,STANISHA RESOURCES ADMINISTRATION | 074375 | ACTIVE 1969216072202099 SPANISH
SERVICES ROOSEVELT
REPRESENTATIVE | RD
1
HUMAN EMPLOYEE C:OI;:OA VGVO
MARTINEZ, YESENIA RESOURCES ADMINISTRATION | 072514 | ACTIVE 1969216072202099 SPANISH
SERVICES | RCGOSEVELT
REPRESENTATIVE RD

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310

312-808-5000 « DCFS.Illinois.gov



DCFS

JB Pritzker e Heidi E. Mueller
Illinois Department of .
Governor Children and Family Services Director
piv | PIN CMS
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT | WORKSITE POSITIONID BILINGUAL
LANGUAGE
E
HUMAN EMPLOYEE | CHICAGO 2020
, BONILLA,SUSY RESOURCES ADMINISTRATION ' 077075 @ ACTIVE WROOSEVELT 1969316072202099 SPANISH
i SERVICES
SPECIALIST RD
HUMAN EMPLOYEE | CHICAGO 2020
ORTIZ,IVIA RESQURCES ADMINISTRATION | 071722 | ACTIVE | WROOSEVELT | 19269316072202099 SPANISH
SPECIALIST SERVICES RD

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 = DCFS.lllinois.gov



]B Pritzker

DCFS

lilinois Department of

Heidi E. Mueller

Governor Children and Family Services Director
DIV PIN cms '
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT WORK SITE POSITION ID BILINGUAL
LANGUAGE
HUMAN RIGHTS DIVERSITY, CHICAGO 1911
CANO,NOE INVESTIGATOR Il EQUITY & INVESTIGATIONS | 051577 | ACTIVE S INDIANA 1977616051001099 SPANISH
INCLUSION OFFICE

1911 South Indiana Avenue e Chicago, Illinois 60616-1310

312-808-5000 ¢ DCFS.Ilinois.gov



]B Pritzker

« DCFS

A

lilinois Department of

Heidi E. Mueller

Governor Children and Family Services Director
o PIN WORK CMS BILINGUAL
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT SITE POSITION ID LANGUAGE
OFFICE ADMINISTRATIVE S0EVAN
HERNANDEZMARIA | oo e RECEPTIONIST | 541498 | ACTIVE | "y oo " | 3001016540001129 SPANISH

1911 South Indiana Avenue e Chicago, lllinois 60616-1310

312-808-5000 « DCFS.)linois.gov



» DCFS

B Pritzker A —— Heidi E. Mueller
Governor Children and Family Services Director
ov | PN Ll
EMPLOYEE POSITION DIVISION FUNCTION oN | star | WORKSITE POSITION 1D BILINGUAL
LANGUAGE
ALFARO- OFFICE NORTHERN DIRECT SERV OFG ROCKFORD
CARDIEL,MARIA ASSOCIATE REGION CLER S LS FIELD OFFICE eblild Lo kil b e Ll
CHICAGO
OFFICE PROGRAM 19115
CRUZEVELYN | oo | PERMANENCY SUPPORT 591676 | ACTIVE | 0 | 3001516592101129 |  SPANISH
OFFICE
OFFICE | ADMINISTRATIVE HILLSIDE
FLORES,VANESSA | , oo SERVICES RECEPTIONIST | 547313 | ACTIVE | .o - oor. | 3001516548102120 |  SPANISH
CHICAGO
OFFICE COOKCHILD | DIRECTSERV OFC 1026 5
GONZALEZ,ABIGAIL ASSOCIATE PROTECTION CLER 890402 | ACTIVE DAMEN 3001516897001129 SPANISH
QFFICE
CHICAGO
OFFICE | ADMINISTRATIVE 19115
HUERTAEILEEN | o SERVICES RECEPTIONIST | 546472 | ACTIVE | =0 | 3001516548101119 | SPANISH
OFFICE
JUVENILE
OFFICE | ADMINISTRATIVE PROGRAM
HUERTA,VIANEY ASSOCIATE HEARINGS UNIT SUPPORT 652417 | ACTIVE | COURTUNIT- | 3001516651003129 SPANISH
NEW ANNEX
OFFICE NORTHERN DIRECT SERV OFC NAPERVILLE
IBARRAROCIO | ,coor REGION CLER 334019 | ACTIVE | o/oce o | 3001516335002120 | SPANISH
DEERFIELD-
KELEMEN,DANIELA |  OFFICE cookrecion | DIRECTSERVOFC | 400 ies | acTive COOK 3001516478104129 | SPANISH
ASSOCIATE CLER COUNTY

1911 South Indiana Avenue * Chicago, Illinois 60616-1310
312-808-5000 = DCFS.lllinois.gov



OFFICE | ADMINISTRATIVE
LUGO,LISA ASSOCIATE SERVICES ADMINISTRATION | 542648 | ACTIVE | ELGINOFFICE | 3001516548205192 | SPANISH
|
OFFICE NORTHERN | DIRECT SERV OFC
MALAVE,ADRIANA ASSOCIATE REGION CLER 334186 | ACTIVE = ELGIN OFFICE | 3001516334004129 SPANISH
i
OFFICE NORTHERN CHILD | DIRECT SERVOFC
ODOM,YOLANDA | ,ccoore | ppoTECTION CLER 823177 | ACTIVE | ELGINOFFICE | 3001516823003129 | SPANISH
CHICAGO
ORTEGA- OFFICE DIRECT SERV OFC , 10265
MELGARLESBY | Associate | COOKREGION CLER 489200 | ACTIVE | . Ch° | 3001516488402129 | SPANISH
OFFICE
CHILDREN'S
OFFICE COOKCHILD | DIRECT SERV OFC
TAPIRJENNY | ot | pROTECTION CLER 895661 | ACTIVE | ADVOCACY | 3001516899003129 |  SPANISH
_ CENTER
CHICAGO
OFFICE 10265
TIRADO,ARACELY | i LICENSING | OFFICECLERICAL | 130416 | ACTIVE | . ib' | 3001516137204129 | SPANISH

OFFICE




« DCFS

JB Pritzker o Heidi E. Mueller
linois Department of .
Governor Children and Family Services Director
DIV PIN WORK L
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT SITE POSITIONID BILINGUAL
LANGUAGE
HILLSIDE
MOLINA OFFICE COOK CHILD MANAGEMENT
LASSALLE,ROSAMARIA COORDINATOR PROTECTION SUPPORT e L 2 OF::'(I:JE 3002516894000129 il
SANCHEZ- OFFICE COOK CHILD MANAGEMENT HARVEY
SERRATO,LORENA | COORDINATOR | PROTECTION support | 911633 3 ACTVE | oppiep | 3002516912000129 | SPANISH

1911 South Indiana Avenue * Chicago, lllinois 60616-1310
312-808-5000 « DCFS.Mllinois.gov



DCFS

Hlinois Department of

JB Pritzker Heidi E. Mueller

Governor Children and Family Services Director
DIV PIN Ll
EMPLOYEE POSITION DIVISION FUNCTION PIN SrAT WORK SITE POSITION ID BILINGUAL
LANGUAGE
CHICAGO
OFFICE PROGRAM 19115
BETANCOURT,VERONICA SPECIALIST PERMANENCY SUPPORT 592462 | ACTIVE INDIANA 3008016592113129 SPANISH

OFFICE

1911 South Indiana Avenue » Chicago, Hlinois 60616-1310
312-808-5000 « DCFS.llinois.gov



« DCFS

JB Pritzker Hinois Department of Heidi E. Mlleller
Governor Children and Family Services Director
oIV PIN CMS BILINGUAL
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT WORK SITE POSITION ID LANGUAGE
PARA-LEGAL LEGAL PROGRAM JUVENILE COURT
CALVILLOJUAN | ci o SERVICES SuppoRT | 030860 | ACTIVE | L™ UNEx | 3086016032005199 SPANISH

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 « DCFS.lllinois.gov



DCFS

JB Pritzker o Heidi E. Mueller
lllinois Department of .
Governor Children and Family Services Director
: CMS
BILINGUA
EMPLOYEE PoﬂT'O DIVISION FUNCTION DIV PIN SPT':‘T “;?T';K POSITION ID L
LANGUAG |
!
PUBLIC l
SERVICE CHICAGO
ADMIN.- |  STRATEGY, PERF & ACTIV | 19115 | 37015161120010
colon,LovrDes | “CUTR N ovATION ADMINISTRATION | 117242 | ATV | A0S o SPANISH
HMN.SER OFFICE
v
PUBLIC
SERVICE 2200
perez.cecilio | ADMIN.- STATE CENTRAL SCRSUPERVISOR | 184885 | ACTV | cuupchy | 37015161810060 | oo isH
| oPT6, REGISTER £ e a9
- HMN.SER
v
PUBLIC
SERVICE CHICAGO
| ADMIN. - FOSTER HOME ACTIV | 10265 | 37015161372040
RevesMeussa | "0l LICENSING e 130406 | “€] e o SPANISH
HMN.SER OFFICE
v
PUBLIC 1
SERVICE CHICAGO
ADMIN. - STATE CENTRAL ACTIV | 19115 | 37015161810010
THOMAS, ADRIS Py oo SCRSUPERVISOR | 184058 | 7] oA o SPANISH
HMN.SER OFFICE
v
PUBLIC
SERVICE
RODRIGUEZ,CARLO | ADMIN. - ACTIV | GDEVAN | 37015160350010
< s LEGAL SERVICES ADMINISTRATION | 036827 | A°] el o SPANISH |
ATTORNE
Y
PUBLIC
RVICE
s»\Eor:|:~ NORTHERN CHILD acTiv | AURORA 1 015168231010
ACEVEDO,ARIANA CHILD PROTECTSERV | 825612 REGIONAL SPANISH
0PT6 PROTECTION E P 99
HUMAN
. (RC)
' PUBLIC
| SERVICE DEERFIEL
CAMARILLOJEANET | ADMIN- COOK REGION PERMANENCY avsoaz | ACTV | SRS | a701s16a781020 |
TE OPT6 SERVICES - E ooy 99
| HUMAN
| ) J

1911 South Indiana Avenue ¢ Chicago, Illinois 60616-1310
312-808-5000 » DCFS.lllinois.gov



PUBLIC
SERVICE

HILLSIDE
CARRION,LUIS ADMIN- | EDUCATIONGTRANSITI | \p v istpation | 226210 | A€V | pgwp | 3701562210010 | op ) isk
OPT6 ON SERVICES E o 99
HUMAN
(RC)
PUBLIC
SERVICE
casTROvANEssA | “PMIN- 1 o inicaL pRacTICE LIRS 151888 | ACTV a‘:ng::L 37015161523320 | cpanisH
' OPT6 COORDINATOR E paie 99
HUMAN
{RC)
PUBLIC
SERVICE CHICAGO
ADMIN- PERMANENCY acTiv | 10285 | 37015164884020
amenezmoises | "ol COOK REGION piphin agosso | fytod o SPANISH
HUMAN OFFICE
(RC)
PUBLIC
SERVICE
MELAGRANLMARIA | ADMIN COOK CHILD CHILD PROTECTSERY | 898018 | ACTIV H';'"s'DE 37015168940030 | (0
' 0PTE PROTECTION L E o;ﬁ:-gs 99 LI
HUMAN
{RC})
PUBLIC
SERVICE CHICAGO
ADMIN- AcTiv | 10265 | 37015161524880
NAPOLES,ENOE OPT6 CLINICAL PRACTICE CLINICAL SERVICES 153494 £ DAMEN a9 SPANISH
HUMAN OFFICE
(RC)
PUBLIC
?AEDR?:::-E COOK CHILD ACTIV HILLSIDE 37015168940010
NAVARRO,HIZELL CHILD PROTECTSERV | 898330 FIELD SPANISH
OPT6 PROTECTION E oFFo 99
HUMAN
(RC})
PUBLIC
SERVICE
ADMIN- |  NORTHERN CHILD ACTIV | JOLIET | 37015168240080
NEGRON,IMARA ey ity CHILDPROTECTSERV | 823345 | €] e " SPANISH
HUMAN
{RC}
PUBLIC
SERVICE
ADMIN- COOK CHILD activ | DEERFIEL | 015168860030
PAREDES,MARIA CHILD PROTECT SERV | 887831 D-COOK SPANISH
OPT 6 PROTECTION E COUNTY Q9
HUMAN
{RC)
PUBLIC
SERVICE CHICAGO
ADMIN- RECRUITMENT/RESOUR acTiv | 19118 | 37015166760030
RAMIREZ,BEATRIZ oOPTE CHILD SERVICES CE 674488 € INDIANA 99 SPANISH
HUMAN OFFICE
(RC)
PUBLIC
SERVICE CHICAGO
REBOLLEDO,ANGEL | ADMIN- COOK CHILD ACTIV | 19115 | 37015168850060
A OPTE PROTECTION CHILD PROTECT SERV 884937 E INDIANA 99 SPANISH
HUMAN OFFICE
{RC})
PUBLIC
SERVICE CHICAGO
ADMIN- ACTIV 19118 37015165921120
ROMERO,LILIANA OPT& PERMANENCY ADOPTIVE SERVICES 595402 E INDIANA 01 SPANISH
HUMAN OFFICE

{RC)




DCFS

JB Pritzker Wlinois Department of Heidi E. Mtleller
Governor Children and Family Services Director
PIN CMS
EMPLOYEE POSITION DIVISION FUNCTION DIV PIN WORK SITE POSITION ID BILINGUAL
STAT
LANGUAGE
SENIOR PUBLIC CHILD SPRINGEIELD
MARTINEZ,MARIO SERVICE PROTECTION | ADMINISTRATION | 801036S | ACTIVE AREA OFFICE 4007016801100099 SPANISH
ADMINISTRATOR ADMIN

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310
312-808-5000 » DCFS.lllinois.gov



}B Pritzker

DCFS

llinois Department of

Heidi E. Mueller

Governor Children and Family Services Director
DIV PIN L)
EMPLOYEE POSITION DIVISION FUNCTION PIN STAT WORK SITE POSITION ID BILINGUAL
LANGUAGE
SOCIAL COOK CHILD CHILD CHICAGO 1911
CASTANEDA,DAMARIS | SERVICE PROTECTION PROTECT | 883727 | ACTIVE S INDIANA 4128116885006199 SPANISH
AIDE | SERV OFFICE
SOCIAL SOUTHERN CHILD EAST STLOUIS
LUNA, VIVIANA SERVICE CHiLD PROTECT | 863200 | ACTIVE REGIONAL 4128116863002199 SPANISH
AIDE | PROTECTION SERV OFFICE
SOCIAL COOK CHILD CHILD CHILDREN'S
NUNEZ,ROSA SERVICE PROTECTION PROTECT 897095 | ACTIVE ADVOCACY 4128116899000159 SPANISH
AIDE| SERV CENTER
SOCIAL CHILD
COOK CHILD DEERFIELD-
ROSAS,MONICA SERVICE PROTECTION PROTECT | 887096 | ACTIVE | .o "o | 4128116886000199 SPANISH
AIDE | SERV
SOCIAL CHILD
TORRES COOK CHILD HILLSIDE FIELD
DOMINGUEZ ANGEL Silli:é(;‘E PROTECTION PRSC;LEVCT 897099 | ACTIVE OFFICE 4128116894000199 SPANISH

1911 South Indiana Avenue ¢ Chicago, lllinois 60616-1310

312-808-5000 » DCFS.Mlinois.gov



DCFS

JB Pritzker L Heidi E. Mueller
llinois Department of X
Governor Children and Family Services Director
DIV PIN CHS
EMPLOYEE POSITION | DIVISION FUNCTION o | el | woRksiTe POSITION ID BILINGUAL
LANGUAGE
SOCIAL
SERVICES
ALAVAZAREZMANDY | PROGRAM | ADVOCACY ADVOCACY 658640 | ACTIVE | STRINGFIELD |\, 41 416657003199 | sPANISH
OFFICE 4 W OFFICE
PLANNER
IV (RC)
SOCIAL
SERVICES | CHILD& SPRINGFIELD
BOHORQUEZCARLOS | PROGRAM | FAMILY | CHILD&FAMILYPOLCY | 032428 | ACTIVE | °p MEPED | 4131416039102199 | SPANISH
PLANNER | POLICY
IV (RC)
SOCIAL
SERVICES CHILD &
us::rNFELl:wm PROGRAM | FAMILY | CHILD&FAMILYPOLCY | 033697 | ACTIVE s:m;?fc": 4131416039102199 | SPANISH
! PLANNER POLICY
IV (RC)
SOCIAL
SERVICES
CHAVEZ,RHONDA | PROGRAM | ADVOCACY ADVOCACY 655983 | ACTIve | SPRINGFIELD | 1416657003199 | SPANISH
OFFICE 4W OFFICE
PLANNER
IV (RC)
SOCIAL
SERVICES CHILD & SPRINGFIELD
FELICIANO,DARLENE | PROGRAM | FAMILY | CHILD&FAMILYPOLCY | 037493 | ACTIVE | O, WFEIE | 4131416039102199 | SPANISH
PLANNER POLICY
IV {RC)
SOCIAL
SERVICES | . o CHICAGO
FRANCO,SARA PROGRAM | LT | RECRUITMENT/RESOURCE | 670657 | ACTIVE | EMERALD | 4131416676003198 | SPANISH
PLANNER OFFICE
IV (RC)
SOCIAL
SERVICES
carciAHOLLY | procRaM | CMD | pecpuirMENT/RESOURCE | 676996 | AcTive | SPRINGFIELD | 4i31416676002199 | spaNISH
SERVICES AREA OFFICE
PLANNER
iV (RC)
Sl CHICAGO
GARCIA- SERVICES | o 1026$
RS LI PROGRAM | (M0 | RECRUITMENT/RESOURCE | 679805 | ACTIVE | U0 | 4131416676003199 | SPANISH
PLANNER OFFICE
IV (RC)

1911 South Indiana Avenue » Chicago, lllinois 60616-1310
312-808-5000 ¢ DCFS.lllinois.gov



SOCIAL

EASTST
SERVICES | cnp Louts
JAMULA,MARGOT | PROGRAM RECRUITMENT/RESOURGE | 677066 | ACTIVE 4131416676004199 | SPANISH
SERVICES - REGIONAL
PLANNER ORFICE
IV(RC)
SOCIAL CHICAGO
SERVICES | i 1026
PINEDA,PEDRO PROGRAM RECRUITMENT/RESOURCE | 676993 | ACTIVE 4131416676003199 | SPANISH
SERVICES . DAMEN
PLANNER OFFICE
IV (RC)
SOCIAL
SERVICES = CHILD & SPRINGFIELD |
SHETLER,NELIDA | PROGRAM | FAMILY CHILD& FAMILYPOLCY | 033698 | ACTIVE | ~, /o (o | 4131416039102199 | SPANISH
PLANNER | POLICY
IV {RC)
SOCIAL
| SERVICES e AURDRA
WONG,CARLOS | PROGRAM | oo . | RECRUITMENT/RESOURCE | 679880 | ACTIVE | REGIONAL | 4131416676001199 | SPANISH
PLANNER OFFICE

IV (RC)




JB Pritzker

DCFS

linois Department of

Heidi E. Mueller

Governor Children and Family Services Director
DIV PIN Lo
EMPLOYEE POSITION DIVISION FUNCTION N | srar | woRksHTE POSITION ID BILINGUAL
LANGUAGE
OFFICE OF
FERNANDEZ,EDUARDO | TCCHNICAL | INSPECTOR |\ isTRATION | 263542 | ACTIVE | INSPECTOR | 4525216261001089 | SPANISH
ADVISOR Il GENERAL
GENERAL
TECHNICAL cg’::::,":"
VERA,ADRIANA ADVISORI | LEGALSERVICES | ADMINISTRATION | 030085 | active | “OCPTANIT | 4s26216032001209 | spantsH
(RC} ANNEX
JUVENILE
TECHNICAL
ADMINISTRATIVE |  ADMIN LAW COURTUNIT
MORENO,MARIA | ADVISORII | AN o it 652495 | active | SOURT NI | asosareesacooses [ spanisH
(RC) ANNEX

1911 South Indiana Avenue ¢ Chicago, Illinois 60616-1310
312-808-5000 « DCFS.Illinois.gov



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

Regional Posthon HB4295 Approval not needed

BILINGUAL POSITION TITLE

1. POSIFION TITLE WORKING TITLE (IF ANY) Cote optioncops 2 POSITION NUMBER

[XISTING POSITION

NEW/REVISED POSITION

Administrative Assistant | Staff Assistant 29 55 00501-16-05-200-01-99

3. AGENCY 4, BUREAU/DIVISION T O T BAUDT 9 ORI LSt

EXISTING POSITION

NEW/REVISED POSITION

Children & Family Services Diversity, Equity & Inclusion 0 016 1 R N

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

0 o [ MAD21 ESTABLISH 11-01-22
O Ma022 EXEMPT CODE CHANGE

NEW/REVISED POS TION

3 mMC024 POSITION NUMBER CHANGE
Office of Latino Services Administration O MC026 CLARIFY
RUTAN [ MCO27 ADDITIONAL IDENTICAL CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE BEMPT (3 aco28 WORK COUNTY CHANGE
EXISTING POSITION £ mpo21 ABOUISH
0] MC149 DOWNWARD REALLOCATION
NEW/REVISED POS TION ) MC150 LATERAL REALLOCATION
Chicago RCO28 N [ MC158 UPWARD REALLOCATION
% OF TIME  16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 1. Serves as staff assistant to the Chief of the Office of Latino Services

e 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

e Analyzes exisling operations and advises manager of the feasibility and impact
of proposed proceduras and operations

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

20% 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 ta Latino children, families, and communities

e Altends liaison meetings in absence of manager to report on issues raised and
aclion needed

15% 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

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

Position # Pagelof3



ILLINOIS DEPARTMENT GOF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

% OFTIME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Maintains current information regarding issues and needs affecting African
American childran and families
s 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

e Screens and recommends 1o 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
o 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. POSIMON 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.}

WORKING TITLE (IF ANY'
Public Service Administrator 37015-16-05-200-00-99 Chief, Office of Latino Services
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O supervisor [ Lead Worker

NOTE: Supervisory or fead worker sesponsibilities 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 Vacantles

19. SPECIALIZED KNOWLEDGES, SKILLS, ABRITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SXILLS AND ABILITIES AND LICENSURE OR
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION™ CAN NO LONGER BE USED.
Minimum Qualifications
1. Requires knowledge, skill, and mental development equivalent to completion of four years of coliege, 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 managemenl training program
3. Regquires ability lo speak and write Spanish at a colloquial skill level

Position # Page 20f 3



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

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 COR
CERTIFICATION IDENTIFIED ON STANDARODS, THE PHRASE "SAME AS SPECIFICATION” CAN NO LONGER BE USED.

Pref ificati In Qrder of Significanc

2 years of experiance serving as an administrative assistant In a public or business organization

2 years of professional experience serving in a liaigon capacity for a public or business organization

2 years of experience serving as a representative of one’s supervisor in meetings, conferences, etc.

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

N

20. CONDITIONS OF EMPLOYMENT

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

21, POSITION POSTING/MARKETING STATEMENT: Information in this statement Is NOT intended to be all-encompassing ar to address
all responsibilities of the position.

The lllinois Department of Children and Family Services is seeking an organized, professional, and resulls oriented
individual to serve as Staff Assistant to the Chief of the Office of Latino Services. Under general direction, this position will
perform special projects designed to assess service programs for cullural responsiveness and quality assurance outcomes
within DCFS diversity programs. The position will serve as liaison between the Chief and various internal and external
entilies. The position will also attend regional staff divisional and team meetings outside the office and represent the Chief
in responding to correspondence and olher inquiries, while utilizing Spanish speaking skills in the performance of duties as
appropriate. This position provides a great opporiunity for someone who is detail orienied and interested «n playing a
supportive role in the agency's operations. DCFS offers a competitive compensation plan, excellent benefils, and a
pension program. The ideal candidate for this position will have excellent organizational skilis and strong leadership and
communicalion capabilities. We invite you 10 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 1o the welfare and protection of children. Our goal is to protect children by sirengthening and
supporting famifies. In every effort, from receiving hotline calls lo reaching family reunification or foster care and adoption,
chikiren and families are our focus

DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE DATE
Mewre D, Smithv -
¢ ASW 11/10/22 By Doug Mathis

Position # Page 3 0f 3



ILLINCIS DEPARTMENT OF M5 104
CENTRAL MANAGEMENT SERVICES PCAITION DESCRIPTION
Tromoime Twowncmizwaw | WA SIS pocnouumen
ik : LOOME . OPMONGOE: | T
NEAREVISED AOITION Deferred Assignment
Crild Protection Specialist f"'d meff”"" n b o 0716316.86.30007-99
.:.ﬁ::...-. l‘."‘.“:w v At A A 6 88 AP R LA I 45 : g msm e L, :,ﬁ&wg KW )4\4 7‘”‘ am % w
'ﬁ"g‘m L et [ v 1 PR oyt SR iy
i i
,QE’WE"&FN"'YM oooopProteion .0
BHSTNGORTIN ' ;Emlﬂﬂﬂm L. eles
S .} 0 MAG2 BXEMPT COCE CHANGE
. NBW/REVISEDPOSTION ) MOI24 POSITION NUMBER CHANGE
Opertions  ChildProtectionD k| LI MORSQARFY
e mmun RLrme i O MCIR7 ADDITIONAL IDENTICAL CHANGE
,_."4’ ; m" et ; 511 [ MO8 WORK (DUNTY CHANGE
: BTG FOSTION 0 MDE21 ABOUSH
i ) ; CJ MC149 COWNWARD REALLOCATION
: NEW/FEASEDPOSITION ; O3 MCI50 LATERAL REALLOCATION
| Belleville RODG2 N ] MC158 UPWARD REALLOCATION

UHOFTIME | |16 COMPLETE CURRENT AND ACTLIRATE STATEMENT OF POSTION ESSENTTALEUNCTIONS
L% 1. Serves as Deferred Assignment Child Protection Investigator

Receives and investigates reports of alleged child abuse/neglect within mandated
time fimits

Assesses immediate safety of children and Iniiates appropriate levels of child
protection needed

Drives to conduct home evaiuations, observing family situations relating to
allegations of child abuse/neglect

interviews clients and professionals to obtain information for purposes of making a
finding on the aflegations and determining protection and service needs

Conducts service assessments

Provides informmation and referral services to community agencies, purchase of
service agencies, and the permanency unit

Briefly monitors families referred to conmmunity services

On a rotating basis, assigned to 24 hour "on call” duty in addition t normal
assignments, to ensure that services are provided as mandated by statute and

policy

25% 2. Prepares investigation reports for assessing validity of reports of aflegations

Position #

Completes fonms authorizing payment for services provided o clients
Prepares other statistical and narrative reports, which include documentation in the
Statewide Autormated Child Weifare Information System

Page lof 3



[LLINDIS DEPART MENT OF s 104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTICIN

(SOFTIME | 16, COMPLETE CURRENT AND ACURAT
1% 3.

« Completes service assessments and opens case mccmz

Selects, summarizes, and presents case material for transfer to permanency

caseworker or community agencies

» Attends supervisory conferences and consults with other disciplines regarding
casework planning

» Makes recommendations for additional follow-up services

. Translates and interprets, both orally and in writing, fnrspalﬂsh speaking clients
_regarding services available and the proper ¢

5. MmmhaMcmmaEuﬂmmmmﬁmhmMMcam

facilities
s Provides recommendations and testifies in court reganding investigative findings

‘6. Attends multi-disciplinary diagnostic and technical staff conferences to assess needed

senvices

+ Develops and maintains working relationships with cormrmunity and other state
agencies

« Explains agency responsibilities to the community

. Transports clients when taking protective custody, when placing them in substitite care, -

and when changing placement location

+ Transports clients to appointments (i.e., court hearings, medical appointments,
counseling sessions, police station, etr.) and o necessitate the delivery of client
services

Perhmnﬂﬁrdﬂﬁasmmiedmasmmdﬁthmmasoﬂaﬂwﬁﬂnﬁesmpeof
ﬂ\&diﬁﬁenumralﬂdabove

: i? o m M‘hmﬁm‘u O el o g i
MW :

:m«Mcmmmm?mmmmm

1B CHEOK THE APPROPS

TE BOX FTHS POSTION IBA.

O qpervisor [ Lead Worler

“NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty staterment(s) with a ime
percentage(s) allotted. If a box was checked abowe, list position title, position nurmber, and nurrber of subordinate
incumberts or authorized funded headcount.

A o A e L SR A A R e T SRR
Lot e et e H u N I

:1«,1. WL B R .WL _iﬁlﬁ‘vm e

- N
Wmmmwmmmmmmmmwm

Position #
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ILLINOIS DEPARTMENT OF CMS5-104
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

THE WQRKOF TH!S POSIY]QN”NGTE'

CEF{HHCANNIQENHHEDGNST&NMRQS THE PHRASI 3Pt e :

1. Preferably requires a master's degrea in gocial work: OR requlres a master‘s dagree ina talated human
service field, in criminal justice, criminal justice administration, or law enforcement and one year of directly
related professional experience; OR requires a bachelor's degree in social work and one year of directly
related professional exparience; OR requires a bachelor's degree in a related human service field, in eriminal
justice, criminal justice administration, or law enforcement and two years of directly related professional
experience

2. Requires tha ability to speak and wrlte Spanish at a colloquial skill leve!

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

Preferred Qualifications (in Qrder of Significance]
N/A
zo.conamonser-‘ EMPLOYMENT i

Requu'es a valid driver’s license, da:ly access to an automoblle and proof of vehlcle lnsuranoe

Requires ablliy to pass a background check.

Requires physical, visual, and auditory ability to carry out assigned duties.

Overtime is a condition of employment, and you may be requested to or required/mandated to work overtime,
including scheduled, unscheduled, or last-minute overtime. This requires the abdity to work evenings and
weekends. This also requires the ability to work in a 24 hour "on call' capacity.

5. The conditions of employment listed here are incorporated and related to any of the job duties as listed in the
B job description. - =

21: POSMON POSTING/MARKETING STATE)
alf responslbtlmes pfthe position, - St ; O
The Iincis Department of Chiidren and Famlry Services sesking an otgamzed prolesslunal and resu!ts oriented
individual to serve as Deferred Assignment Chilg Protection Investigator. Under direction, this position will receive and
investigate reports of alleged child abuseineglect within mandated time limits. The position assesses the immediate safety
of children and initlates appropriate levels of child protection needed. while utilizing Spanish speaking skills in the
performance of duties. This position provides a great opportunity for someone who Is passionale about children and
interested In playing a rofe in ensuring the safety of children and youth. DCFS offers a competitive compensation plan, :
excellent benefits, and a pension program. The ldeal candidate for this position will have excellant organizational skills and
strong communication skills. We Invite you to Join our innovative team to help make a positive difference m the lives of the |
children and families of iilinois.

3. ABOVTTHE Aeemnumvmaqw
DCFS is deeply committed to the welfare and protection of chIldren Our goai is to protect chikren by strengthenlng and

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

.“9’!‘-’.—"

con fsﬂngnrtopdcress i

DIAECTOROF CMSSGNATURE | IMMEDIATE SUPERVISOR SGNATURE | AGENCYHEADSiGNATORE | pate
| Raven o aughis by Debra Shoct 10/3/23 GG 091923
By Doug Mathuy

Position # Page 3 of 3



HOFTIME - 16 COMPLETE CURRENTAND AL

ILLINOIS DEPARTMENT OF OMS 104
CENTRAL MANAGEMENT SERVICES PCHTICNDESCRIPTICIN
LPOSTIONTIE I WORINGTITLE(FANY | B FCTONTIE 2 posTION NumEER
"~ DASTING POSITION BEss | B
WO RESED PFOSTION :
Child Protection Advanced " (hild Protection Acvanced
Specalit e o» s TOLICHI0AR
3. ACNCY Clemmyovoon ZEMTTRNCRC I lanor aomaus
T S Dendh ot
SRR o
,O‘ﬂde"&‘:a""ym._..._. | roted
1& ™ o i ey Ty Ay s C it i b : . : H o Epan ) e s b Mmoo B ST TR £ R
BISTINGROTION ' ® MAR] ESTARIH 10-01-23
» e e + ~i -t Dmmmmm
R ¥ (] MCI24 POS NON NUMBER CHANGE
DR ] QUG | O RIK
; i EMAH i 0 MOIR7 ADDMONAI IDENTICA CHANGE
_Z_M““ :HLLI‘:A'HON | EEMPT 1 (] MCIo8 WORK COUNTY CHANGE
BHSTING POSTICN 0] MDG21 ABOUSH
PTe— | T MCI49 DOWNWARD REALLOCATION
NEW! REVIEDFOSTION [0 MQL50 LATERAL REALLOCATION
Belleville RCODG2 N 0 MCISBUPWARDREALOCATION

ToregiAgEsII LI

A RATE STATEMENT OF POSTION ESEENTIAL FUNCTIONS

1. Serves as Child Protection Advanced investigator

Mentors lower level and/for less experienced specialists, providing guidance,
direction, and consultation on investigative activiies

Provides input and assistance in planning, arranging, and conducting oriertation and
training progrars for staff

Reviews documentation of investigative contacts prepared by lower level
investigative staff for content of information gathered and other contacts that shoutd
have been made

Consults with supervisor conceming training needs for individual staff based upon
such reviews

Receives and investigates a full range of reports of child abuse and neglect, including
hlgh profile reports or reports of an advanced complexity level

Conducts investigative interviews with reporters, subjects, and other individuals to
obtain information for the determination of whether the report is “indicated” or
"unfounded”

On a rotating basis, assigned to 24 hour “on call” duty in addition to normal
assignments, to ensure that services are provided as mandated by statute and
policy

Arranges for and attends mulli-disciplinary and technical staff conferences b assess

_investigative activities

25%
[ ]
L J
s g
15% "3
Position #

Page 1of 3



LLLINOIS DEPARTMENT CF M5 104
CENTRAL MANAGEMENT SFRVICES POST IO DESCRIPTION

%OFTIME mmmmmmmm#mmmm
« Serves as lialson with other disciplines, agencies, and cormmunity resources
* Interprets agency responsibilites to the community; speaks before groups and
.. OrgANZAtONS ON the issues of child protection
1% 4. Transhates andﬂtrpreis both orally and in writing, ﬁnrifpanﬁh speaking clients

5. On a rotating basis, serves as st isor's absence
6. Directs the preparation of and reviews statistical data for the team and individuals
assigned to the team for compliance of the data to Department operational guidelines
« Alerts the supervisor o issues highlighted by the statistical data
. s Recommendstothe changes based upon statistical data .
5% 7. Attends and provides inputinto Department staff meetings with regard to follow-up
issues on ‘indicated” child protection reports :
« Consults with Departrment permanency staff regarding subsequent investigations on
. T ; families cumently being served by the Department 4
5% 8. Transports clients when taking protective custody, when placing them in substibte care,
: and when changing placement location :
» Transports clients o appointments (l.e., court hearings, medical appointments,
comselmsessiufﬁ police station, etc.) and © necessitate the delivery of client

AC S 'Pmﬁn'sau'.emwesas reqmredowsslgned which are reasonably within the scope of
! u‘e m mmmd m 2R pAE R s BF PR SR 1 FE SRR L PR 0 R T R R T IT ........-..-.-:.-.-::::-.-:-:|.-.-:.-:-:.-:.-:..l::.-:.

'

mam»mmmrmmm

z._. e Lt e S B L € ka1 el

- qupendsor T Lead Worker

NOTE; Supenvisary or lead worker responsibilities rmust be described in a detailed duby staterment(s) with a time
percentage(s) allotted. if a box was checked above, list position title, position nurmber, and nurrber of subordinate
-~ Incurrbents or authorized funded headcount.

1. Requires a master's degree In social work :
2. Requires two years of directly related professional experience as a Child Welfare Speclalist or Child Protection

Specialist in the Department of C hildren and F amily Services :
3. Requires ability to speak and write Spanish at a colloquial skill level

Position # Pap20f3



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

19. ;FECI LD KMBWLEDG;% smus, agamms UCENSURE OR CERTIFICATION. NEEESS&RY FDI;THE SUECESSFUL PERFORMANCE OF
THE WORK OF THIS POSIHON: NOTE: SINCE THERE AKE NOW SEVERAL OPTIONS.OF sxlu.s AN&MB £S.AND LIENSURE OR
cmnncamoﬂ msmmtp usmnmaus ‘n-lé FHRASE *SAME AS SPECIRCATION® CAN NO LGN BE USED.
The college or universw 9ssufng a master's degree must be accredited, and the degree program in social work
must be approved by the Councll on Sociat Work Education.

Preferr valifications {In Order of Significance
N/A

' _26 coﬂomfmsab' EMPLOYN r;m :

Requwes a valid driver's license, dally access to an automobile, and proof of vehicte insurance.

Requires ability to pass a background check.

Requires physical, visual, and auditary abdity to camry out assigned duties.

Overtime s a condition of employment, and you may be requested or requitedimandated to work overtime,

including scheduled, unschedulad, or last-minute overtime. This requires the ab'lity to work avenings and

weakends. This alzo requires the abilily to work in a 24 hour “on call” capacity.

% The conditions of employment listed here are incorparated and related to any of tha job duties as listed in the
Jab description. "

2L POSITION P@iﬂﬂ@fﬁhﬂm IP{G sm%mmf n!o;maﬂon i this statement is ,,,jSnt ’n&ed, be aihencompasshwgar to addras

il responsibilities nfthe position. - 7
The liinois Department of Chladren and Farnlly Serv[ces ls seekmg an organized profess nal and results oriented
individual to serve as Child Protection Advanced Investigator. Under general direction, this position will receive and
invesligate reports of alleged chitd abuse/neglect within mandated time limits. The position assesses the immediate safety
of children and initiates appropriate levels of child protection needed, while utilizing Spanish speaking skils in the
performance of duties. This position provides a great opportunity for someone who is passionate about children and
interested n playing a role in ensuring the safety of children and youth. DCFS offers a compelilive compensation plan,

_ excellent benefits, and a pension program. Ths ideal candidate for this position will have excellent organizational skilts and
strong communication skils. We invite you to join our innovative team to help make a posilive difference in the lives of the

_children and families of Mino's.

zz.mu:mease‘ucmumuﬁmemm

'DCFS is deeply commnted to the welfare and ptotectlon of chlldran Our goal is to pro{ecl chﬂdren by su'engthemng and
supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption,
chiidren and families are our focus.

DIRECTOROF CMS SIGNATURE | IMMEDIATE SUPERVISORSIGNATURE | AGENCYHEADSGNATURE | DATE
' Mave D. Srmidiv

Rewems Do by Dbrn. Short 11/6/28 By Doug Mathi .~ 09-28-23

PPN#

Caragen
PR $an
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e b VATRANARL 4 S 4k R Rd e b Re il Rl aRE

"ILLINOIS DEPARTMENT OF T CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

i EXISTING POSITION

" NEW/REVISED POSITION

i Child Welfare Admin Case | Administrative Case : i :
! Reviewer ! Reviewer Floater i 29 53 E 07190-16-08-700-15-99

e
Childr n‘&Fail Services

%‘.
; EXSTING POSITION ‘0 MAD21 ESTABLISH { 11-01-21
T T L N _; 3 maoz2 EXEMPT CODE CHANGE
NEW/REVISED PosITion i 3 MC024 POSITION NUMBER CHANGE
i Admimstratlve Case Review Northern Region 2 sCO26 CLARIFY
§ 5 ‘)‘ LTS X _5,-..

Vi {J #4C027 ADDITIONAL IDENTICAL CHANGE :
E3% {7 MC028 WORK COUNTY CHANGE $

e " . 1 wnoza asousk

: _ . T3 MC149 DOWNWARD REALLOCATION
T R _ .. s o Rem o
Rocktord - I

0% Serves as Admlnlstrahve Case Reviewer

¢ Serves as floater in the offices of the regicn

+ Within area of assignment, evaluates and determines case sligibility

+« Reviews and evaluates case plans to ensure that they reflect a "best Interest of the
child” criteria, which Involves children in out-of-home care

« Exercises authofity lo amend, change, or restruclure those case plans that do not
ensure reasonable efforts for family reunification, where appropriate, and those that
do not address the needs of the family and/or child as related to the safety, well.
being, and permanency of children and families

« Determines whether case plans are in compliance with all applicable federal and
state laws, administrative regulations, Department Rules and Pracedures, court
decrees, and other legally-binding mandates

s Pre-schedules and provides a six month review and a review every six months

e thereafter I

20% 2 Manages the case review process, which inciudes moniiormg pammpatlon oonvehlng

and conducting the review, maintaining focus of the group, interpreting policies and

rules, and clarifying the rights and responsibliities of all attending participants

oo = Drives to field locations to conduct reviews T,

20% 3. Within identified imeframes and uslng established protocol, complstes a feedback
_Teport on each case reviewed and Case Revigw Information Packet (CRIP)

i
H
H
i
i
i
i
i
1

Pasition # Pagelof3



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

. Reads and responds to emall
Maintainsg pre-scheduling calendar
Provides vital feedback and summary reports to administrative staff on sensitive or
difficult casas to ensure timely aitention and/or problem resalution
» Alerts suparvisory and administrative staff to vital case Issues requiring intervention
s Conducts special reviews on difficult cases

10% |74 Fransiates and interprets, boih orally and in writing, for Spanish speaking clients
: b reparding sg_ry;ggs available and the proper completion of forms,
I 5% 5. Explains and advises particlpants of their options to appeal the service p!an and

; provides written notice of appeal rights; provides input into any appeal of histher
i ... decisions regarding service plans
5% | 6. Monitors the implementation of Departmental policies regardlng case planning and
service delivery
» Makes recommendations for amendment of policias regarding the areas of case
planning and service delivery
! » Identifies in wriling any service-related issue, gaps in service provision, and
systemic barriers to service andfor permanency, including certain compliance
e SloNISNCS
5% : 7. Keeps abreast of siafutes, rules, and prnoedures governing child welfare practice
b « Reads all material and policy transmittals on new initiatives and changes in policy,
i and seeks clarification or training if needed
i *» Incorporales new Initiatives and policy changes inlo the practice of existing protocol
and procedure
§ ¢ Atlends Division and Unit meelings and all required, assigned, or recommendad
b e training ;
Poo5% 8. Performs other duties as required or assigned which are reasonably within the scope of
; f the duties enumeraled above

et vt e b e e

t Pubiu: Sg_r_vlcg Admmistrato[ 37015-16-08-700-10-01 : ACR Program Manager '

SRR PRATE RO RIS RSN,

§ 1supervisor [ Lead Worker i

;

i NOTE: Supervisory or lead worker responsibllities must be described In a detalled duty statement(s) with a time
percentage(s] atlotted. If a box was checked above, list position title, position number, and number of subordinate
mcumbents or authorized funded headcount. ;

SUERING Y
ﬁ;“ e

i Mipimum valifications i

Position # Page 2 of 3



ILLINOiS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

rava <y

1. Requires possession nof 8 master's ‘degree n socnai work or In a refated human services field
2. Requires four years of professional experience in the field of child welfare

|

1. Requires thorough knowledge of social work theory, principles, lechniques, practices, and their application
under various and difficult conditions

2. Requires thorough knowledge of slate and federal laws, associated rules and directives, and agency
requirements pertaining to permanency pfanning

3. Requires skills in negotiation and conflict management and abillly to glve effective consultalion and instruction
related to professional social casework

4. Requires abillty to analyze social service syslems, identify problems or dysfunctions, and prepare
reoommendallons for solution

1. Requires ablllty o pass a background check
2. Requires ablily to travel and possession of a valid driver’s license
3. Requires ability to speak and write Spanish at a colloquial level

PN IS s b

The Iﬂlnols Depaﬂment of Children and Family Services is seeking an organized, professional, and energetic indwidual to
: serve as Adminisiralive Case Reviewer. Under general direction, this position will evaluate and delermine case eligibiiity
and review case plans to ensure that they reflect a “best interest of the child” criterta, which involves ehildren in out-of-home
i care. This position will serve as a floater in the offices of the region. The position will manage the case review process,
i which Includes monitoring participation, convening and conducting the review, maintalning focus of the group, interpreting
pohcles and rules, and clarifying the rights and responsibilities of all attending participants. The posliion will utilize Spanish
; speaking skills in the performance of duties. This position provides a great apportunity for someone who is passionate i
i about children and interested in ensuring the stabiiity and well-being of children served by the Departmemt. DCFS offers a |
i competitive compensation plan, excelient benefits, and a pension program. The ideal candidate for this position will have |
! sxucellent organizational skills and strong leadership capabliities. We invite you 10 join our innovative team 10 help make a
! positiva difference In the lives of the children end famililes of Iliinois

o e o e £

DCFS is deeply commﬂled to ihe walfare and protection of children. Qur goal Is to protect children by sirengthening and §
supportmg famllies. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption,
fi

Position # ; Pagel of 3



I
EMS Hllinots Department of T POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) Bee | T | 2. POSITION NUMBER
Exiating Position
| NiviRavised Postton
Child Welfare Advanced Specialiat 29 sS 07215-16-13-720-11-99
3. AGENCY 4_BUREAW DIVISION SO TEWR [T T wavonr | ¥t
Extating Posidion Canis
| “NgweRavisad Posiion
Children & Family Services Regulation and Monitoring 0 [016] Y| R
10. SECTION 11. UNIT 1Z TAANGAGTION GODE | 13 EFFECTIVE DATE |
— 10-16-14
[ NewdTdsed Poskion
Licensing Foster Homes 01 MAG2! ESTABLISH
rusn | ) Moot POSMION NUMBER CHANGE
4
14, WORK LOCATION 15. BARGAINING/TERM CODE Emmet | (3 Motss COARIY
Exdsting Posiion 0 MC02? ADDITIONAL IDENTICAL CHANGE
] MCO28 WORK COUNTY CHANGE
[0 MDO21  ABOLISH
e g e oo
Deerfield AL _ N MC158 _UPWARD REALLOCATION
% OF TIME 76, COMPLETE, CURRENT AND ACCURATE STATEMENT OF PGSITION ESSENTIAL FUNCTIONS

25%

20%

20%

10%

Rev. 104

)L O

m
o . 35

SSENTIALFUNCTIONS |
Under direction of the Foster Home Licensing Supervisor, perferms a variety of foster care licensing related
tasks in accordance with Department rules and procedures, Including high proflle cases or cases of an
advanced complexity lsvel, meniors lower levelless experienced apacialists; supports, assesses, prepares,
and monitors to ensure that foster and adoplive families and their home environment meel required licensing
standards; integrates and coordinates required pre-servics iraining Into the assessment process; asslats in
coordinating the foster parent support specialist and develops foster homes; monitors licensed foster and
adoptive famities to ensure continued compllance 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; transtates and interprets, both orally and in writing, for Spanish speaking clients.

1. Manages a full range of cases, including high profile cases or cases of an advanced complexity level;
completes the required assessment to ensure that famllies meet DCFS licensing standards and are
prepared to care for children; integrates and coordinates required pre-service training into the
assessment process; introduces new families 1o fisld/adoptive staff for future utllization; renaws
licenses at required intervals; responds in a imely manner lo all address change applications and
new entity applications, as well as Interstate Compact for the Placement of Children {ICPC) requests
and Home of Relalives (HMR's) applications; drives to various locations in the performancs of duties.

2. Cogrdinates with other units and staff, including the Office of Training and Development Services,
caseworkers, investigators, racruiters, and foster parent support spacialists. provides support and
sirengthens Department relationships with foster parents; monitors licensed foster or adoplive homes
to ensure the home Is in compliance with licensing standards and assists families in resolving
compliance issues; amends individual licenses relative to capacily, age ranges, etc.

3. Mentors lower level and/or less experienced specialists, providing guidanca, direction, and
consultation to lower level child welfare staff with assessment, planning, crisis situations, and other
varlous processes of their work; provides input and assistance in planning, amanging, and conducting
orientation and training programs for staff.

4. Translales and interprets, both orally and in writing, for Spanish speaking clients regarding services
avallable and tha proper completion of forms.




-

16. (CONTINUED)

% OF TIME

5% 5. Consuilts 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 famllies in developing corrective action plans;
makes recommendations for licensing enforcement when appropriate.

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

5% 8. Onarotating basis, serves as team suparvisor in supervisar's absance.

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 {Responsibie for asa'gning end reviewing work, praparing, conducting and signing
performance aevaluations; effectively recommaending and imposing disciplinary action and adjusting grievances for the incumbant 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:

CISUPERVISOR OR  []LEAD WORKER |

NOTE: Supervisory or lead worker responsibliities must be described in a datailed duty statement{s) with a time percentage(s) allotted.
If a box was checked above, list position ttie, position number, and number of subordlnate incumbanis of authorized funded headeount:

Position Titie Position Number No. of Incumbent or Funded Vacancies

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, UICENSURE 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 experlence as a Child Welfare
Specialist or Child Protection Specialist in the Department of Children and Family Services; requires possession of a valld
driver’s license, daily access o an automobile, and proof of vehicle Insurance; requires physical, visual, and auditory ability to
carry out assigned dutles; requires ability to speak and write Spanish at a colloqulial skill levet.

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




ILLINOIS DEPARTMENT OF CMS-104
CMS

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
P — o =y - - o - e - -r——--—----—---r- .- L - -
4 1. POSITION TITLE WORKING TITLE (IF ANY) _QMEE i S P0$I110N NUMBER 1
“exsmng posmon T R =T — "1
. i
| NEWREVISEC POSITiON A3t A ] 6715 i
_ Child Welfare Nurse Specialist | Regional Nurse 29 , 55 L ] d
rerans e R e S OMT, B WORK T AR g ammr & orece e
A T eswpmson Gl gy Gy bAen momewe
I EXIETING FOSITION ' : i 1
i ! : I .
[ | S T S O .
| NEW/AEVISED POSITION : i ; 1
'Cmdreﬂ_&' Family Services ! (Clinical Practice, =~ 4d5__= OIEJ_ 2 L R, )
tm: SECTION 1L UNT 12 TRANSACTION CODE 13, EFFECTIVE DATE
NERSTING ROSITION o | Cmmoztestasusn | 02-01-21
o _ L ' (1 444022 EXEMPT CODE CHANGE
LU LA UL ; O MCo24 POSITION NUMBER CHANGE
Office of Nursing Services Administration £ mco26 cLARIFY |
, —~ e = — ot -
18, WORK LOCATION " .. 15 BARGAINING ream cooe RUTAN } ] MCO27 ADDITIONAL IDENTICAL CHANGE
e e - B R ... J (3 MCD28 WORK COUNTY CHANGE
EXISTING RO ¢ | DO Mo021 ABOLISH !
. R i (1 mc149 DOWNWARD REALLOCATION |
NEW/REVISED POSIMON : : { D MC150 LATERAL REALLOCATION ;
Maywood RC023 " N III MC158 UPWARD REALLOCATION '
"% OFTIME _ 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNETIONS NS o ey
20% "1, Provides consultation and analysis on heaith-related concerns in mveshgahon reports,

complex health care records, and other related materials
+ Provides interpretation of health care records, findings, and application of the
treatment plan
« |nthe presence of the assigned caseworker, consulls with biclogical parents, foster
parents, relative caregivers, or residential providers regarding health-related
: concems for children with special health care nesds
f ¢ Provides Input Into the treatment plan with the child caregiver and worker via
! staffings and Clinical Intervention Placement Preservation Teams
: Evaluales the implementation of health-related treatment plans
| e Serves as a liaison for the client/family with community hospitals, child abuse and |
1 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 resclution of health-related probfems intarfering
with essential health care [
+ Testifies in court reganrding the explanation of health care records, specific I
l
J

iy n

condltions, spacific treatment plans, etc.
« Upholds the tllinols Nurse Practice Act and the Nursing Standards of Practice in the
performance of duties
e _Drives to various locations in the performance of duties_

I S T Y

- g e — N ————

Pasition # Page 1 of 3



ILLINOIS PEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

"% OF TIME___ 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION £SSENTIAL FUNCTIONS _

- e et e —y

Provides updated ‘information ralative to referral procsdures and other protocols
involving community health care or health related services
» Checks Health Passport information in the Statewide Automated Child Welfare {
Information System (SACWIS) '
+ Develops written communication, information memas, and notices to Department
staff regarding community haalth 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
in collaboration with the Depariment's Healthworks networks and assigned skilled,
residential, and acute psychiatric facilities, provides qualily assurance monitoring to
ensure that health care services are provided to Departmant youth in care
s Submits reports on the adequacy of heaith care services and the availability of
providers to meet heaith care needs
Translates and mterpreis “both orally and in wriling, for Spanish speaklng clients about ~
servicas avallable and the proper completion of forms.
Providas input into staffings, Clinical Intervention Placement Preservation (CIPP) 1
TJeams, Peer Reviews, Expanded capacities, clinical placement reviews, and the
evaluation of heaith issues of youth in care in permanency planning
Through quality assurance monitoring initiatives, assessas and evaluates the delivery of

» Ulitizes research tools to draft reports, presenting findings and racommendations to
Clinicel Managers and the Chlef Nurse

Develops and conducts bi-annual in-service training sessions for professional staff,

caregwers and providers, presenting information regarding identified health related

issues and health care services

. Provides input into special studies and projects

s As requested, serves as a consullant to professional slaff regarding permanency
planning far children with speciat health care needs _

R T 2.
l"‘"i'sn L N
i
!
,"""1"65?'"‘ R
10% 8.
10% 6.
health care services
T 0% 7.
T s% ‘8. Provi t
5% 9.

Perfarms other duties as raquired or assigned which are reasonably within the scope of .
the duties enumesrated above

" 17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responslble for assignlng and revlewing work, preparing. conducting and
i signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting grievances for the

lm:umbem of this position.}
e . . _WORKINGTITLEQEANY)  _ . _
“Publlc Semce Administrator 37015-15 15-600-00-01 Eha_e_f Nurse

{ 18, CHECK THE APPROPRIATE BOX IF THIS POSITION 1S A:

Dsupervisor (O Lead Worker

NOTF: Supervisery or lead warker racpansibitities myst he described in a detailed Avty statement{s) with » tima

~rar

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

[T e

Position #

_ “Peshtlon Nymber No. of Incumbents or Funded Vacancies
p—— 1 A A . —

o |
_____ L. - . S

Page 20f 3



ILLINGIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

No. of Incumbents or Funded Vacancies |

I ~UpositionTitle -~ . . __PositionNumher.
}
i - et . o 4 rooakgte ey gl IS, EGD . — BT RN TS ORI R TIW A H
19, SPECIALIZED KNOWLEDGES, SKILLS, ABILIFIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE DF
r‘l‘l-ll:‘ WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES AND LICENSLIRE OR
Fce__mglcgngy_ IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION" CAN NO LONGERBEUSED. _ + K
i 1. Requlres one of Lhe fallowing: (2) graduation from an approved nursing education program resulting in an |
: associate or diploma degree in nursing and three yeara of progressively responsible professional nursing
experience; or {b) a bachelor's degree in nursing and two yaers of professional nursing experiance; or (c) a
master's degree in nursing !
2. Requires licensure as a Registered Nurse i the State of llinols-copy of cerlificate required I
3. Requires currenl CPR (BLS) cerlification-copy of certificate raquired !

Knowledpe, Skills, and Abilities
07197-16-15-600-07-9%

20. CONDITIONS OF EMPLOYMENT . x L - . e '
1. Requres ablily to pass a background check
2. Requires abllity lo speak and write Spanish at a colloquial skii level
3. Requires possession of a valid driver's license and ablitytotravel =~ _ . -
21.'POSTON POSTING/MARKETING STATEMENT: Information In this statement is NOT intended to be aR-encompassing or to addrass
Bjl responsibfitiesof theposition. | e L L L e e e
The lllinoie Department of Chi'dren and Family Services is seeking an organized, professional, and resulis oriented
individual to serve as Regional Nurse. Under ganeral supervision, this position wilt provide consullation and analysis on
health-retated concems in investigation reporis, complex health care records, and other related materials. The position will
8!s0 consult with biological parents, foster parents, relative caregivers, or residential providers regarding health-related
concerns for chiidren with speclal health care needs and provide Input into the treatment plan wilh the child caregiver and
worker. In addition, this posilicn will serve as a liatson for the client/family with community hospitals, child abuse and
neglect teams, fatality teams, and communtly physical and mental heaith programs. This posilion provides a great :
opportunity for a compassionate medical professional who 1s focused on ensuring that childran in the care of DCFS recelve |
the best health care possible. DCFS offers a competitiva compansation plan. excellent benefils, and a pension program. |
The ideal candidate for this position will have exemplary medical skills and sirong communication skills. We invile you (o
join our innovative team to help make a positive differenca in the lives of the children and families of llinols.
o [y i 5 e it o - -~ ~—maplt. btas 1} T A L] o, A k- greamnd U0 amasar e rorar-eunkuters - aabhse an
22, ABOUT THE AGENC\'[BUREAUIPRO_GRAM
' DCFS Is deeply commiited 1o the welfare and protection of children. Our goal is to proteci children by strengthening and
| supporting famities. [n every effort, from receiving holline calls to reaching family reunificalion or fosler care and adoption,
| chiidren and famllies are ourfogys,

Ene?:'ron OF CMSSIGNATURE - IMMEDIATE SUPERVISOR SIGNATURE  AGENCY HEAD SIGNATURE DATE
T & . - s A T e o e A _.I
. 39

‘ L %&ﬂ@ﬁe !

s aluld Eraluh

. .
A i o+ —— i a——

i
{

Position # Page 3 0of 3



EME llinots Department of o POSITION DESCRIPTION
: CENTRAL MANAGEMENT SERVICES

(1. POSITION TITLE

WORKING TITLE (IF ANY) | == | &===T& [z POSIMONNUMBER |

DIRECTOR OF

e P Gode | Goves Coje
07217-16-13-749-49-02
MgpaRiavited Posiion
Child Welfare Senior Spacialist 29 58 07217-16-13-740-31-.99
3. AGENCY 4 BUREAU DVISION L~ (T T oamr | T o
SEANTY
Extiting Poshion
NowRevsad Poaticn
Children & Family Services Monitoring/Quality Assuranca 0 Jois]| ¥ | R
10, SECTION 11. UNIT 12 TRAMSACTION CODE | 13 EFFECTIVE OA
[ Exfating Pasieon
06-16-07
[“Hawiriesed Poakion
Rsidenlia! Monltoring (] MAD21 ESTABLEISH
mum | B MCO24 POSTION NUMBER CYANGE
14. WORK LOCATION 15. BARGAINING/VERM CODE Exempl MC028 CLARIFY
e - O MC027 ADDBITIONAL IDENTICAL CHANGE
0 MC028 WORK COUNTY CHANGE
e O MD021 ABOLISH
INarwilavvis ad Position MC14® DOWNWARD REALLOCATION
Cook County RC-83 N RCrMe. LEvoARD REALLOCATION
OF TIME 76, COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction, provides experiencad professional child weifare services involving residential care programs
for children and youth with special needs; conducts on-site assessment; provides oversight and consullation
to Placement staff regarding services delivered to wands in institutions and group homes; provides input into
quarierly clinical staffing; reviews length of stay data and achlevement of step-down plans; monitors
correctiva action plans; identifies patierns of performance problems requiring Department intervention;
transiates 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 servicas involving residential care programs for
children and youth with special needs, revlewing and evaluating programs o ensure they are able 1o
meet the individual needs of children; performs an essessment of the client with the caseworker to
ensure that treatment needed is available at ths prospective residential care program; reviews and
evaluales 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
prograr plan, as well as compliance with standards regarding appropriate clinical capacity,
admission requirements, end overall performance; reviews residential program statistics and
information, including costs, length of stay daia, discharge patterns, discharge planning, and
achlevement 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 experlise on residential
care issues and facilitate decision-making; provides significant specialized input into clinical staffings
for problematic cases to facilitale improvements In case progress; provides Input into supervisory
conferencas and consultation with other disciplines as needed.

15% 4. Reviews management reports regarding residantial care program performance and monitors
comective action plans, advising on and directing implementation of appropriate carrective action;
conducts follow-up reviews of rams {0 ensure compliance with plans and attainment of
recommended goals and obje@ s@pcldenl Reports (UIRs) and makes
recommendations for appropriate BN ONNEL

MMEDIATE SUPERVISOR 80




e ———e e ——
18. (CONTINUED b o
% OF TIME

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

10% 6. Transiates and interprets, both orally and in writing, for Spanish speaking clients reparding services
avallable and the proper completion of forms.

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

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

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

WORKING TITLE (IF ANY)
Public Service Administrator, 37016-16-13-740-30-01 Residential Monitor Supervisor

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS AT

D SUPERVISOR OR [ LEAD WORKER
NOTE: Supervisory or lead worker rasponaibifities must be described in a detalled duty statement{s) with a time percontage(s) aflotted,

¥ a box was checked above, iist pashion tiie, position number, and number of subordinate incumbents or authorized fundad headcount:

Position Title Pgsition Number No. of Incumbent of Funded Vacancias

18. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESS/ \RY FOR THE SUCGESSFUL 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, psychology, counseling, or other refated human servics areas, including,
but not limited ta, education or special education; requires five years of progressively responsible professional
experience, including at teast two years of demonstrated experience in interacting and negotiating, primarfiy 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 experience having been in directing services for children in clinicel seftings for children; or two years of
supervisory experience in providing services to speclal needs children in a state or private human service agency;
requires possession of a valid drivers licensa, dally access {0 an automobile, and proof of vehicle insurance; requires
physical, visual, and auditory ability to caimy out assigned duties; requires ability to speak and wrile Spanish at a
collogquigl skill leve!,
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POSTION DESCRIPTION

_ 0721816-37-100-0799
ST O AR [aaar aommu

........., Southem Region Permmnency 0 :032 2 R N
10, SECHON Rl

iz mwammct mmvems :
sy | 061623
O mMamz EXBMPT CODE QHANGE
T MO024 POSTION NUMBER CHANGE
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| ] M7 ACDIMIONAL IDENTICAL GHANGE
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!

Pace Lof4



20%

20%

T

T T

5%

Position #

ooN;

erves as Deferred Asmgnment Perma nency Specnallst

Provides experienced professional casework services to children and families
Determines the need and coordinates the placement of children in substitute care
facilities

Provides recommendations and teslifies in court as to client history and future plans of
client behavior

Provides assistance in the preparation of witnesses for testifying and prepares studies
ordered by the court

Participates in the administrative case review process

Informs 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 development of a comprehensive, family-centered, culturally relevant
assessment of children and families

Maintains ongoing assessment of needs and strengths 1
Evaluates the progress of the family toward attainment of minimum parenting standards,
as well as the effectiveness and appropriateness of utilized services toward the goals of
family preservation, family reunification, or ancther appropriate permanency outcorme for
the child

Provides feedback to the family regarding progress

On a rofating basis, assigned to 24 hour “on call” duty in addition to normal

“"Works with intact families and children in home and/or substitute care

Develops service plans to address needs of families within agency timeframes
Evaluates service delivery and reviews service plans and permanency goals, making

_changes to meet the needs of the child and family

Conducts interviews with clients and professionals to obin information for the
continued diagnosis of problems and development of treatment plans

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

Implements service plans with families

Provides services direcly and/or makes referrals for services

P rovides support, guidance, and coordination to foster parents and service providers _
Monitors 1 ensure appropriate visits occur between parents and children in placements
and siblings not placed together

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

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

ISETVICES

Translates and inherpres ‘both orally and in writing, for Spanish speaking clients

_services

Page 20f4



“ILINOIS DEPARTMENT OF oS 104
CENTRAL MANACEMENT SFRVICES POSITION DESCRIPTION

'_j"sgg:f_'g@g mmwmmmmﬂf ESSENTIAL FUNCTIONS H
Corrq:ielaﬁ various aqeru:vfon'm lnn:ludmgmemtas pawmtaﬁgnbuhtf visitation,
. andcourt reports; prepares statistical and namative reports
5% ! 7. Participates in case staffings to facilitate case transfer and participates in mult-
disciplinary diagnostic and technical staff conferences o assess needed seqvices
» Provides input into supenvisory conferences and consultation with other disciplines for
casework planning
. %mlm Information of cormmunity and agency resources seeking specialized services
clients
« Develops and maintains working refationships with community and other state agencies,
i providing interpretation of agency responsibilities :
5% B. Peﬁumnﬂmﬁmasmmiedmmwmhammmaﬁymnmescmed
| o hedubesemveatedabove o e

D&perﬁsur Z’.!Laa:lm'her

NOTE: Supervisory or lead worker responsibilities rnust be described in a detailed duty staterment(s) with a time
allotted. If a box was checked abowe, list position title, position number, and nurmber of subordinate
incurmbents or authorized funded headoount.

RostionTme .. Positian Nuber Emdflmmwm

mwmmmmsﬁmmmmmmmmwm :
 CERTIRCATION |DENTIFIED ON STANDARDS, THE PHRASE "SAMEAS SPEORCATION” (ANNOLONGERBEUSED. =

1 Preferably requres a master's degree in social work; OR a master's degree in a related hurman service field, :
supplerrented by one year of directly related professional casework/case management experlence; OR requires a
bachelor's degree In soclal work and one year of directly related professional caseworkjcase managerment
experience; OR requires a bachelor's degree in a related human service field and two years of directly related
professional caseworkjcase managerment experience

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

The college or university issuing a bachelor's or master's degree must be accredited, and the degree programin
soclal work must be approved by the Councll on Soclal Work Education. The directly related professional
casework/case management experience must be related to family preservation, family reunification, adoption,
youth development, counseling, and advocacy services or a related field

Position # Page 3of4



ILLINOIS DEPARTMENT OF CM5-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

20 CONOWIONS
Requires a valld dnvers Ilcense daﬂy access to an automobile, and proof of vehicte i insurance.
Requires abdity to pass a background ¢heck.
Requires physical, visual, and auditory ability to carry out assigned duties.
Overtima is a condition of employment, and you may be requested to or required/mandated to work overtme,
including scheduled, unscheduled, or last-minute overtime. This requires the ability to work evenings and
weekends. This also requires the abiity to work in a 24 hour "on call’ capacity.

5. The oond lt:ons of employment listed here are incarporated and related to any of the job duties as listed in the
21, POSITION. Pm NG SfATEMEm furmat'ion In this statemant is NQT intended to be all-¢ncompassing or to address
all responsibifities of the poslion, -
The [llinois Department of Children and Family Semces is seeking an organized, professional, and resulls oriented
individual to serve as Deferred Assignment Permanency Specialist. Under general supervision, this position will provide
professional child welfare casework services to chidren and families, determining the need and coordinating the placement
of children in substitute care facilities. Additionally, the position will conduct interviews with clients and professionals to
obtain information for the continued diagnosis of problems and development of treatment plans. utilizing Spanish speaking
skills in the performance of duties. This position provides a great opportunity for sameone who Is passionate about children
and interested in playing a role in ensuring the safety and stabiity of chitdran and youth. DCFS offers a competitive
compensation plan, excellent benefits, and a pension program. The ideal candidate (or this position will have excellent
organizationat skills and strong communication skills. We invite you to Jaln our innovative team to help make a positive
difterence in the li s of the children and fam_il_ies ol' !llinols.

BN

‘DCFSis deeply committed to lhe welfare and pmzection of chiliren. Our goai is to protect children by strengmen ng and
supporting families. In every effort, from receiving holline calls to reaching family reunification or foster care and adoption,
children and famllies are our focus.

D!RECTOR ﬂF cg.qs S

PR

IMMEDIATE SUPERVISOR SIGNATURE AGENCYMEADSIGNATURE DATE

T &
Raven beVanghn by tebra Short to/3/28 " B.5 . 09-18-23

By Dowg Mathis

Position # Pagedofd
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POSITION DESCRIPTION
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Position #

3 'Sewes as Day Care Licensing hepreseniam

Cronax

DeyCarelicensingRep | 29 5 %5 ' 11472-16-13-410-11-99

anmeuovEOy ﬂﬁ“lﬁﬂh‘ﬁﬂpauuqiummﬁ

016 2 R
nmnmm u :
C Owememass 101623
o ™ MA2 EXEMPT COCE CHANGE
© 7] MOR4 POSITION NUMBER CHANGE
| X MOIDS QLARIFY
| MR/ ADDRTIONAL IDENTICAL CHANGE
_?ﬁfﬁ%:ummwurmmmowm;

- ) MDI21 ABOUSH
| MC149 DOWNWARD REALLOCATION
- 0 MOS0 LATERAL REALLOCATION
o .._Dmmmmnm

= Conducts initial licensing studies and re-licensing reviews of day care centers
and homes, according 1o prescribed standards, to determine eligibility for
licensing or re-licensing

+ Conducts preliminary reviews of the tiles of day care centers and homes

« Conducts on-site inspection, reviewing and checking programs, facility records,
staffing plans, equipment, and physical plant

= Conducts inspection conferences with facility officars

« Drives to various locations to conduct on-site reviews

. Iniliates re-licensing activily (requesting necessary inspections, providing

reapplication forms, alc.) prior lo the expiration date of day care center and home
licenses
» Provides on-site and other consultation as deemed necessary

= Makes appropriate licensing recommendations following complation of review
. Provides ongoing monitoring of assigned day care centers and homes, visiling each .

at least onca per year and making additional visits as needed :
« Monitors facility operations to ensure compliance with DCFS licensing standards

. Investigates alleged violations of the linois Child Care Act and Dspartment

standards and regulat:ons as applied to licensed, unlicensed, and license -exempt
faciities

= Prepares, summarizes, and presents licensing reports and investigative studies

Pace 10f 3



[1 J INOIS DEPARTMENT OF M5 104
CENTRAL MANAGPMENT SFRVICES POSTION DESCRIPTION

"« Develops documentation for enforcement action and makes recommendations

for licensing action
+« Mainlains appropnate statistical records
1% 5. Translales and interprets, both orally and in writing, for Spanish speaking clients
W=rraey ~ regarding services available and the proper completion of forms ol
5% 6. Coordinates services with other local, siate, or federal slandard-sefting agencies

j concerned with inspecting, icensing, funding, and monilaring day care centers, day
i . : __care homes, or group day care homes :
; Ohtains fire and health clearances for day care facilities from the Department of

"

. Maintains cliant records (to include filing documents as needed) in accordance with
federal and state slatutes and guidelines, Department rule, procedure, and
accreditation standards, monitoring to ensure that all documentation from other

_ Department sources has been included

9. Provides input into unit meetings
= Attends orientation meetings regarding licensing requirements, procedures,

i b policies, etc.

% 10. Performs other dulies as required or assigned which are reasonably within the
scope of the duties enumerated apnve

Al TITLE ANO NUMEBER IMMEDIATE wmmmmmmmw

wmmm mmﬂmmmmmwnm;mﬁrm ittt

; Imnmﬂﬁﬁm s S SR I e ot R

Hﬂxmmm mwmmmmm o I:Bymeucemrg&m

g

" NOTE: Supenvisory or lead worker responsibilities must be described in a detailed duty staterrent(s) with a time
percentage(s) allotted. If a box wes checked above, list position title, position nunber, and nurmber of subordinate
. incurmbents or authon 22d funded headaount.

| mwmmmmnmmmwm SAME AS SPECIFICATION® CAN NO LONGER BE USED.
- Minioum Qualifications

1. Requires a bachelor's degree from an accredied collage ot university with specialization in early childhacd
education or chikd developmant
2. Requires a minimum of 18 hours of coursework in child development or eariy childhood education i
3. Requires two years of protessional exparience in early childhood, day care center, kindergarten, of a day care |
ficensing program i
4 Requires ability to speak and write Spanish at a colloquial skill level

Position # Pap20f3



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

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

Preferred Qualifications {In Qrder of Significance)
N/A

mmmra oF ami;w&ur -
1 aeq.ires ahllhr to pass a buckgmund check
2. Requires possession of a valid driver's license, daily access to an automobie, and proof of vehicle insurance.
3. The condiions of employment listed here are Incnrpomlsed and related to any of the job duties as listed in the
Jobdescription. :
21, POSITION POSTING/MARKETING Srmm lmrmm mml:ammmrs‘ﬂgimuﬂd to b nl-mmﬁmwmmw
3l respunsibilivies of the position, B2
The Ilinois Department of Children and F amily 5ervil:es is seeking an n:gam:ed pmfessiunal and enerqeu: indhndual b
serve as Day Care Licensing R epresentative. Under supervision, this position will conduct licensing studies and re-
licensing reviews of day care centers and homes to determine eligibility for licensing or re-licensing, The position will
conduct on-site inspection and will inidate re-licensing activity, while providing ongoing monitoring of assigned day care
centers and homes. The position will utiize S panish speaking skills in the performance of duties. This position provides a
great opportunity for someone wha 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 pension program.
' The ideal candidate for this position will have excellent organizationa! skills and strong communication skills. We invite you
to join our innovative team to heip make a positive difference in the lives of the children and families of llinais.

22.AB0UT ﬂE mmmﬁm

DCFs s de&pl'gr committed to the welfare and pmtecl:‘lnn of -:hlclren Our gual is ln pmtect u:huldren h-,r suenumenmg and
supporting families. In every effort, from receiving hotline calls to reaching family reunification or foster care and adoption,
children and families are our I’ucus ......

DIRECTOROFCMS SGNATURE | IMMEDIATE SUPERVISOR SIGNATURE  AGENCY HEADSIGNATURE DATE
Aran Z?d/a?& " Mare D. Smﬁ«-‘ :
?.Cﬂum el 11012023 By Doung Mathiy

Paosition # Page 3of 3
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cus fincs Deparmert o POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES
g e S S — S e — 1
[ :smou TITLE WORKING TITLE (IF ANY) f Wg - 2 POSITION NUMBER |
[ Tow Tt PosWon
Executive Secretary Ili 29 §82 | 14033-16-08-000-01-29
3. AGENCY 4. RUREALY DIVISION TE [ vwa [T o | VO
T QAL
[“Nowievised Poslon
Children & Family Services Quality Enhancement 0 jo16] N[ R
10. SE 11, UNIT T TWORCROE | 13 EFFCCTIVE GATE
9 Pasiion
. 05-01-19
'm =
Administration ) Ma0zt ESTABUSH
Fumn 8 :gz mmea l'.‘HENG
14. WORK LOCATION 15. BARGAINING/TERM COOE Gy | uooa; CLARFY y
Exasting Position. [ MC027 ADDITIONAL DENTICAL CHANGE
! ] MCO28 WORK COUNTY CHANGE
00 MD021 ABOLISH
el B i R
Chicago RCO14 N o T
{ % OF TIME 16. COMPLETE, CURRENT AN ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
| Subjecl to managemenl approval, functions as the administrative secretary for the Deputy Director;
researches information, compiles data, and prepares factual and statistical reports for the Deputy Director;
| prepares material for meatings; keyboards a variaty of complex and confidential material; provides oversight
and coordination of contracts for the division; tracks parsonal services, commodities, and coniracival
funclions, including payments for contraciual services; translatea and interprets, both orally and in writing, for
Spanish speaking clients; receives and screens callers and visitors in the Deputy Directar’s office; serves as
liaison with the Division of Budget and Finance to answer questions and ensure that issues involving the
division's budpet are resolved.

20% 1. Serves as administralive secretary for the Deputy Director, requests reports from other appropriate
management staff lo answer inquiries of the Daputy Director; gathers information from other office or
Deparimental sources as indicated by the Deputy Director: rasearches information, complies data, and
prepares factual and statistical raports for the Deputy Director; prepares matarial for meelings; performs
extensive follow-up on all requests from the Deputy Director monitaring o ensure requesls are timely,
comprehensive, and complete Upon receipl.

20% 2. Kaeyboards a variely of complex, tachnical, and conficential material refating to Daparimental policy
tormulations and Implementation; checks reference works, office files and records, and other sourcas (o
ensure consistency and accuracy of materials; composes and keyboards routine replies to
correspondance and signs outgoing latters for the Depuly Director as authorized,

20% 3. Provides oversight and coordination of contracts for the division; iracks personal services, commodities,
and contractued functions, Including payments for contractual sarvices; submits Procurement Business
Cases (PBC's) for approval of contracts and submils decision memo for changes in contracts; adds
contractual case manager ki's 1o allow enablement of SACWIS access: serves in a liaison capacity with
contractual providers {o answer quastions and ensure issues are resolved.

10% 4. Transiates ang intemrets, both orally and in writing, for Spanish speaking clients regarding services
available and the proper comptétion of forms.

10% 5. Receives and screens callers and visitors in the Deputy Direclor's office; develops strong Departmental
public relations by reaponding to raquests from community officials and citizens thwoughout the region in
a prompt, courteous, and jnfermed manner; directs callers and visitors to appropsiate Ospartment or non-

ancy sources; receives g Jbtd RABEE Rnd distributes mak,
-ﬁr—?w_rmw TGNA TMMEDIATE BUPERVISOR BIGNATURE AGENCY SIGNA OATE |
,, O | Y, ) iy | <ower

"Ue1a  pgr




168 {CONTINUED)

% OF TIME
5% 6 Serves as liaison with the Division of Budget and Finance 1o answer questions and ensure thet lssues

tnvelving the division's budgel are resolved; analyzes and reviews expenditures; processes vouchers and
office expenditures, submils yearly expenditures on ACESS.

5% 7. Aclivates and deactivates caseworker Id's in the Department’s compurter system; works to facilitate
database cieanup relating to case manager region discrepancies; mgintains general and confidential files
of correspondence and other materials for the Deputy Director and staff, prepares materials for flling;
maitains cross-file system to ensure bimely relrieval of materfal requested; accesses and puils requested
Information from the confidential fses in the Dapuly Director's office; maintains directories and manuals by
updating or delating information; makes travel arrangements for the Daputy Direclor and staff; prepares
itineraries and trave! vouchers,; procasses vouchers after review for corrections.

5% 8. Altends and provides input into various staff meetings to remain informed of proposed changes in current

policy and unit activity, provides current information on Departmental activilies, programs, procedures, and
policy in response to generat inquiries from staff in the legislature, other stale agencies, community
officials. and the general public,

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

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responcible for assigning and reviewing work, preparing, conducting and signing
performance evaluations; eftectivaly recommending and imposing discipkinary action and adjusting grievances for the incumbent of this postion )

WORKING TITLE (IF ANY)

Senlor Public Service Administrator 40070-16-08-000-00-01 | Deputy Director

18. GHECK, THE APPROPRIATE BOX IF THIS POSITIONIE A,
OSUPERVISOR OR  [] LEAD WORKER
NOTE: Supervisory or land worker responsibiiiies must be described in 2 detailed duty stetement(s) with & fime percentage(s) aliotied.

" a box was chacked above, list position tille, postion number, and number of subordnate incumbents of sulhorized funded headoount:

Posltion Tide Position Number No. of incumbanl or Funded Vacancies
19. SPECIALIZED KNOWLEDGES . SHILLS, ABILSTIES, LICENSURE OR CERTIFICATION NECEGSARY FOR THE § L PERF CE

OF THE WORK QF 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 knowledge, skill and mental development equivaient to completion of two years' secrelarial or business collags and
three years of secretarial experience; or completion of high achool and five years secrelarial exparience; requires the ability
1o keyboard accurately at 55 wpm, requires ability to speak and write Spanish al a colloquial skill leve!.

5 i i b
g 0 AT (v kY




ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

HUMAN RESOURCES REPRESENTATIVE POSITION CODE: 18692

Effeclive: 11/16/26

DISTINGUISHING FEATURES OF WORK:

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 assistand act as confidental
assistants 1o labor relations managers or, lhrough their pasticipation in human resource programs,
have authorized access to information concerning tabor relations policy reviews and
implementation.

ILLUSTRAYIVE 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
managemant in the provision 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.

Obtains information as to the functioning of awork area including impinging and governing
statutes, rules, policies, and methods; applies accepted criteria lo 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 comporting with rules and contracts; verifies information to be used in human resources
administration activities, contacts suppliers of information by telephona, written communiqusé,
or on-site visit for observationfnterview; evaluates, interprets, and anatyzes information
obtained: makes corrections, accepls or rejecis information in acoordance with findings;
exercises agency head's designated signature authority to document decisions.

Researches, analyzes and prepares examination instruments; interprets and evaluates
candidates’ training, education and experience; assigns numerical scores and letter grades;
obtains, verifies and corracts information to be utilized in examination administration
activities; administars parformance, written and computerized examinalions; provides
assistance to higher level human resources staff, participetes in lob fairs or other employment

outreach activities and explains applicable rulas, policies, or methods to candidates for
employment.

Prepares for and conducts structured interviews to select candidates forgeneralized or
specialized established positions within the employing agency, board, or commission; gathers
job information; designs interview questions, categories, and weights; evaluates candidate

responses; assures compliance with governing provisions and coniracts; prepares related
raports and records.

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



HUMAN RESOURCES REPRESENTATIVE (Continued)

6.

Provides counsel and guidance in employee and fabor relations matters; assists in
representing an assigned agency or facility in labor negotiations; participates in investigations
dealing with unfair labor practices or bargaining unit elaction processes for unit cerification or
by challenge; hears advanced step grievances; recommends new or madified policie s and
practices to improve employee relations and benefit agency operations.

Reviews, evaluates, negotiates and ensures the timely processing of workers' compensation
claims and less detailed time-loss claims against the State of lllinois; ensuraes claims are in
compliance with applicable laws and regulations; exercises authority ta decide claims ofa
designaled dollar amount; may raview and evaluate general liabllity claims when work loads
demand.

As a working supervisor or lead worker, provides guidance and direction to three or fawer
subprofessional suppon staff; prepares, conducts and signs performance evaluations of
subordinate stafl; effectivety recommends and imposes disciplinary action and adjusts
subordinate staff grievances.

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

DESIRABLE REQUIREMENTS:

Requires knowledge, skill and mental development equivalent to completion of four years of

college and one year of professional experience, prefarably in human resources, or satisfactory
completion of an approved training program.

Requires working knowledge of lllinois state government.
Requires working knowledge of the Personnel Code, Rules, Position Classification Plan, Pay

Ptan, Collective Bargaining Contracts, deparimental policies end procedures.

Requires ability to treat with a high volume of information; sorts information into like

categories, and verlfy by a systemalic method the reliability of held information.

Requires ability 1o read, assimilate information and data, and recall, with a reasonable degree

of proficiency, facts and figures.

Requires bility to articulate human resources administration information 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 formulain production of measures reflecling characterisiics of

data.

Requires abiity to conceptuatize and hence to demonstrate relationships batween things,

persons, or ideas.

Requires ability to use computer systems, software, iemplates or other guides.
May require ability to plan and supervise the work of subprofessional staff.
In addition to having a written and spoken knowledge of the Englishlanguage, candidates

may be required to speak and write a foreign language &t a colloquial skill level In carrying out
position dulies in conjunction with non-English speaking individuals, and/or be able to
communicate effectively in sign language.



ok Uapatren of POSITION DESCRIPTION

26%

Job faira, career deys, colege end university workahops, and Department of Employment Seourlty workshops
employment Department; candl canesr paihs and
opportunities sulisbls for thelr experience and aducstion ; entablishes and meintsing eNective

professional natworis and pudic relations with both public private organizetions, officials, and other state
uman‘mwmwwm1mbum b?n
m”mmmm:u hansiaes and %, bobs lmm'hm.brs;muhl ?

1. Barves as Cook County and Northem Region Stalf Recrulter; exsroising h tevel of
m«um.gm.ewm d mmmmm&% ' for
Mpon::lywum - dwiundmﬁmgmlﬂbm.w:r&n

uriveraily wariohops, opartment of Empioymant Securlly workshops to promole
Depadmant: sxplaing applicabls

candidates for DCF3 vacencies; researches, develops, end Getridutes informationsl materials
:nmme«mumMmWhmhﬂqum




10%

0%

0%

. Provides indMdus! consullation to candidates sesking job opportunities with OCFS; explains the

greding and appication process, a3 well as the process of filling vecancies; discuases fob
opportunities.

. Condors with Parsonnel Managers regarding possible quatified candidates, providing sducation and

background information; maintaing sn swareness of epproved and upcoming vacancies and matches
mmmmvmm the databaze; provides advice and makes recommencdgtions o
human rescurces edminiatrative activities Ihltu to reoruttiment; wotks with

management regarding
Personnel Managers and Transactions siaff regarding eligible candkistes

. Transiales and interprats, both orally and in writing, for Spanish speaking clianis regarding services

avafiabie and the propar compiation of forms,

. Prepares feporls and cofmsapondenca related to inlerviewing and cecrultment activities and issues;

mainkains and monilors the recnvitmeni/ampioyment malivox and provides guidance and information
relatad to the OCFS hiing provess, employment opportunities at DCFS, oit.; preperes snd retalne
noesstry dooumantation conoerning the selaction and emplayment process.

. Parforma olhver duties oo tequired or assigned whicth are resjonably within the scops of the duties
snumeraied above,

T, S TR STy eox (T Tl FOETON B A
CsuPeRVISOR  OR  []LBAD WORKER
NOYE: Supervisory of lsad worksr responsibliiies cauyt be descrived in o detalled dity sislemintis} with e Uima parcentage(s) slistied
U @ box was chicked sbove, list posiion e, positan rumber. 308 number of subardinsty \Acurabents of authorized lunded headeount:

Public Service Administretor 37015-16-07-700-00-01 pbym«u Seloctlon& Leaves

: mmmmman«cmm
mmummm wmhmumwmmmmu : Tequires ability to
spesk and write Spanish 9 & oolloquin)




ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFtCATION

HUMAN RIGHTS INVESTIGATOR Wl
POSITION CODE: 19778
Effective: 9-1-15

DISTINGUISHING FEATURES OF WORK:

Under general direction, performs duties as a working supervisor of a unit for intake
aclivities; or performs dutias of an advanced specialist 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 workars; responsible for job assignments, training of new employees, and
performance evaluation of subordinate personnal; malntains a case load of intake
complaints and assists with investigations as time permits.

2 Assists lower level investigators with difficull investigations or the rasolution of
unusual problems; assists in training new employees; acts as supervisor in
supervisor's absence; carries a case load of moderately difficult to difficult charges
to be investigated, performing the usual duties of an investigator.

3. As an advanced specialisl, investigates cases of advanced complexity and /or
sensitivity; carries a case load of employment, housing, credit and public
accommodalions discrimination or sexual harassment in education charges of
varying diflculty; maintains a caseload of a mixture of charges; performs
invesligations of cases according to accepled methods and develops or revises
techniques and methods of investigations for problems not praviously
encountered: acls as a leader or trainer of coworkers in develcping proficiency in
new or ravised techniques or methods; may act as liaison to focal governmental
jurisdictions with human rights discrimination ordinances (o facilitate and
coordinate dual enforcement.

4. Collects information by inlerviewing and assessing recorded material, generates
or direcls 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 repons on cases for administrative review.



HUMAN RIGHTS INVESTIGATOR il (continued)

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

7. Serves as a resource to explain and interpret the Human Righls Act rules,
regulations and investigative procedures to other governmentat, school,
communily or agencies as needed.

8. Participates in continuing training and education opportunilies 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:

Requires knowledge, skill and mental development equivalent o the completion of
four years of college, preferably with coursework in business, public, or personnel
edministration, or soclal sciences.

Requires one year of professional experience as a Human Rights invastigator Il

Requires thorough knowledge of human rights issues.

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

Requires sbility to communicate effectively both orally and in writing.

Requires ability to direct the activities of coworkers.

Requires abllity to perform difficuit analysis of information and make
recommeanded decisions.

Requires ability to interpret and apply the Human Rights Act in discrimination
cases.
Requires ability to use a personal computar and electronic word processing
software to record and organize data.

Requires ability |0 mainlain accurate, complate and correct records as required by
law.

Requires ability lo develop and mainiain cooperative ralationships 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 appropriale driver's license and the ability to travel.

In addition to English verbal and written skills, candidates may be required lo
translate, speak and wrile a language other than English at a colloquial skill level to
perform the dulies of the position. Some positions may requ ire candidates to possess
specific effactive communication skills such as, but nol limited to, Brallle, sign
tanguage or another farmof manual communication.



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

1w s W | M -~ .

: 1. POSTION TITLE wonxms'nn.e (F Arm "“é’;‘o::: "::I'l“g;“gé z posmou NUMBER
; EXISTING POSITION [
B m sopadoss R | 30015 16-60-230-73 29
NEW/REVISED POSTION Adoptions Clerical |
Ofﬁce Associate AssoF::Iate e L_____s‘s_z o 390_15:_16:6?'%_00'11'29
l’ AGENCY B :_:____._____ A_BU_REIEJIDMSiON' o w_rlﬁ _F:.:J:u*! ormcvse }
EXISTING POSITION T ! 1
|
| NEW/REVISEQ POSTTION o e S I f—’——f =
. Children & Family Services _i Permanency _ i J 0 _,_ 06 2 R = .
Geseepon T T uwer 777 idTussdoncose i esciveoan
;E_'m"niﬁﬁwm O mAg21 ESTASUISH 02-16-21
: : Guardlanship & Adoptions ) MA022 EXEMPT CODE CHANGE
| NEW/REVIED POSTIGN T B MCD28 POSITION NUMBER CHANGE
Post Adoption Services | Administration & Meo26 CLARIFY

14, WORK LOCATION
-

" EXISTING POSITION

* MEW/REVISED POSTTION

Chicago

% OF IME _16. comp {ETE CURRENT AND ACCURATE STATEMENT OF POSITION | ESSENTIAL FUNCTIONS

e N | . o m S p—— i b

T RoTAM 1 [J mMCo27 ADDITIONAL IDENTICAL CHANGE
EXEMPT | [ MC028 WORK COUNTY CHANGE

3} moo2) ABDLISH

O MC143 DOWNWARD REALLOCATION

[0 MC150 LATERAL REALLOCATION
RCOIA N D MC158 UPWARD REALLOCATION

15. BARGAINING/TERM CODE

- - - - o

- p—

Performs complex, specialized clerical sarvices for Cook County pfofesslonal Adopllons

2. Answars incoming phone calls and grests visitars

Prepates a variety of complex materials, inciuding, but not limited to, highly technical
reports, statislical datalspreadsheets, logs, Depariment forms, and correspondence
Designs new formats or revises formats

Composes and keyboards varied correspondence and responds to nquires
requiring knowledge of agency rules and procedures, such as billing procedures,
payment requirements, and confidentiality and case access rules

Checks for accuracy of keyboarding, spelling, grammar, and punciuation

Exercises independent judgment and a commend of Iagal, medical, and social
terminclogy 1o review documenis such as social histories, count reports, legal
documents, and coespondence to proof appropriate use of terms and accuracy of
information

As back-up, responds to and enters contact notes in the toil-free phone bank system
_Certifies documents as a nolary public .
Screens visitors/callers to determine nature of request

Intervisws caller to gather neaded information to assess siluation

Refers caller to appropriate source such as intake worker, another public agency, or
a community Interest group

Interprets agency services and procedures to the public

i 20%
staff
»
a
[ ]
i
i
i [
| .
i | .
AT ;
| .
!
l l .
Position #

Pagelof 3



1LLINCIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

M~ s - —-

{%OF IME _ 16. COMPLETE CURRENTAND ACCURATE STATEMENT OF FOSTTION ESSENTIAL FUNCTIONS

20% 3.

10% 4.

. ORI s

Ts% 6.

pa— L4

% 9.

incumbent of this position.}

— - e s -

|18, CHECK

s% ., 7. Serves as limekeeper

. Orlents professional and other clerical staff regarding Departmental rules and office

» Public Service Administrator 37015-16-60-200-10-01

e Schadules and cancels appointments for staff '

« Receives incoming mail and distributes to appropriate staff, which requires
accessing tickler files (manual or automated) to determine appropriate distribution

= Prepares outgoing carrespondance for -mailing .. e a

Eslablishes and maintains subsidy related files/documents and maintains tickler files

{computerized or manual) to monitor case status, indicating timeframes

« Maintains ltiineraries of assigned stafl

» Enters information in terminal from MARS/CYCIS systems, including activity travel,
Unusual Incident Reports, and AFCARS

+ Retlrieves, adds, changes, and deletes nformation, 8s appropriate

» Operates a copy machine 1o make copies )

Keyboards travel vouchers from handwritten materials

« Calculates and reviews vouchers o ensure accurscy and returns to workers for

review and signature

Maintains file copy of unit vouchers and forwards for payment processing

Compleles information necessary to prepare trave! vouchers for assigned staff

Computes mileage and a/lowable per diem expanses

+ Parforms imekesping functions as requasted L

Translalas and interprats, both oraly and in writing, for Spanish speaking clients

regarding services available and the proper completion of forms.

Provides clerical office suppori as a secratary to the ieam supervisors and professional

staff

+ Makes {ravel and mesting amangaments for team members

+ Follows oral and wrillen instruction, gaining experience and knowledge in applying
evolving automated office equipment and technology to complete tasks

*» @

—— - Sm—

+ Records benefit time use

Completes monthly timekeeping reports

Adjusts timekeeping records with central office

Responds to inquiries relating to timekeeping issues

Serves as liaison with Payroll Unit with regard to imekeoping issues

. & & &

procedures

« Aftands and provides input into team meetings

» Maintalns Invenlory and orders supplies and forms i
Parforms other dutles as required or assigned which are raasanably within the scope of :
the duties enumerated above

17. POSITION TITLE AND NUMBER iMMEDIATE SUPERVISOR (Responsible for asslgnlhg and reviewing work, preparing, condueting and
slgning perlormance exglitions; ¢ffectivaly recormmending and imposing disciglinary action and adjusting grievanons fot the

B e ... WORKING TITLE (If ANY) ;
Statewide Post Adoption Services

pManager

T

= — ]

[]Supervisor [ 1ead Worker

position #

Page 20f 3



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

| 18. GHECK-THE APPROP BOX IETHIS POSITION IS A: : . ? P i
| NOTE: Supervisory of lead worker responsibilities must be described in a detalled duty statemnent(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.

I-rnr S e v A P v T —_—

_ — . a5 ATt ¢ e e
Position Title - + ¢ " Position Number :No. of incumbents or Funded Vacancies

75, SPEGIAUIZED KOWLEDGES, SKILES, ABILITIES, LICENSURE DR GEHTIFICATION NECESSARY FORTTHE SUCCESSFUL PERFORMANCE OF |

THE WORK OF THIS POSITION. NOTE: SINCE THERE ARENOW SEVERAL OPTIONS OF SKILLS AND’ABILITIES ANDAICENSURE OR
CERTIFICATION IDENTIFIED ON STANDARDS; THE PHRASE *SAME AS SPECIFICATION™ CAN NO LONGE'RQ'E LISED. [
| Minimupn Qualifications

' 1. Requlres knowledge, skill, and mental development equivaleni to completion of high school

2. Requires 2 yaars of office axperience

3. Requires abllity to keyboard accurately al 45 wpm

4. Requires working knowledge of legal, social, and medical terminalogy

30015-16-60-200-11-29
20. CONDITIONS OFEMPLOYMENT . L L
1. Requiras ability {0 pass a background check

2. Requires sbility to speak and wrile Spanish at a colloquial skili lavel
3. Requires licensure as a notary public

A S gyl NPT s 4 P S g SR T EGEE R Auastin  war C Y Sy pewm—S—— - Lidd Lt " R

 21. POSMION POSTING/MARKETING STATEMENT. infofmation in ths statement s NOT inte ded 1o be ailencompassing of to sddress |
all respohsiblitias of the poghion, _k 4 e e ]

The lllinois Depariment of Children and Famity Services is seeking an organized, professional, and energetic individual to

serve as Adoplions Clericel Associate. Under direction, this posiiion will perform comptex, specialized clerical services for

Cook County professionat Adoptions staff, including answering phones, gresting visitors, and maintaining fles. This

position provides a great opportunity for someone who is detail oriented and interested In playing a supporting role In the

Department’s adoptions operations. DCFS offers 8 compatitive compensation plan, excellent benefits, and a pension

program, The ideal candidale for this position will have excelient organizational skills and sirong communication skills. We

invite you to jain our innovative team to help make a positive difference in the iives of the ¢chiidren and families of lifinois.

L RS i il e LE g -T-_.__ * 'rr Lahe | T .‘L"‘ -\-I!'—""-r = ’ = B AR e - & -l
[zz. ABOUT THE AGENCY/BUREAU/PROGRAM" 3 . 5 . . :

OCFS Is deaply committed to the welfare and protection of chﬁdren. Our goal Is to protact chilgren by strengthening and
supporting families. In every effort, from receiving hotline calls to reaching famlly reunification or foster care and adoption,
children and famiies are our focus. _
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

OFFICE SPECIALIST POSITION CODE: 30080
Effective: 06/01/2015

DISTINGUISHING FEATURES OF WORK:

Under general direction, performs complex, specialized paraprof essional or technical
functions requiring substantial originality, responsibiity and technical knowledge and
understanding of the agency program and/or applications; presents complex ideas in a clear
and concise manner, explains rules, regulations and procedures and makes decisions
concerning unusual or unique siluations or problems based on general guidelines ar
previous decisions where interpretation and judgment s inherent in work performed; may
serve as a designated lead worker of office support staff involved in complex, specialized
clerical and paraprofessionalitechnical work or a large group of office support staff involved
in difficult and responsible clerical work.

(LLUSTRATIVE EXAMPLES OF WORK:

1. As a paraprofessiona, assists in a regulating, monitoring and controlling program 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 kiaison between vendors, direct service providers, clients or the
general public in resolving discrepancies, rasponding to inquirtes and explaining
procedures, rules and/or services of the program; gathers information and prepares
documents or reports on program activily, compliance, etc.; receives and evaluates
documents, licanses, permits or contractual agreements lo detemmine acceptabllity or
conformance to efigibility requiremants according to rules and regulations, statutes,
program policy and procedures; may certify documents signed by others with public
notary seal; prepares letters, audlts, etc., to obtain additiona! information or initiate
noncompliance activilies; develops evaluating and monitoring procedures for program
area.

2. Funclions as a computer system coordinator; monitors system aclivity, resolves
technical word processing program issues or problems; performs the full range of
system coordinator activities, e.g., system back-up procedures, space allocation,
crealing and maintaining libraries and glossaries, formalting disks, maintaing system
security measuras including operator identification numbers and passwo rds; 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 procedures; develops training manuals.

3. Servesas a designaled lead worker of lower feval support siaff engagedin complex,
specialized clerical and paraprofessionatftechnical work; exercises limited supervisory
responsibllity, provides training, develops training manuals and provides on-going
consultation end guidance on office practices and procedures; keeps support staff up 4o-
date on policy and procedure changes; screens incoming work and sets priorities in order to
maintain a smooth flow of work assignments: monitors projects for completion by due date;
maintains and prepares reports on unil work activilies. monitors work performance and
advises the supervisor concerning performance of assigned staff.



OFFICE SPECIALIST (Continued)

4. Develops complex, multi-program (database, spreadsheet and word processing)}record and
report applications requiring an extensive understanding of the application programs or
procedural command langueges; reviews data job in order to design spreadsheets,
database and/or word processing systems/applications to generate documants and reports,
devetops complex macros and writes standard query language commands for spreadsheet
or database manipulation; tests applications for accuracy and reliability; performs back-up
procedures to ensure datais maintained in database; confers with and recaives advice from
technical staff in developing highly complex automated procedures and program

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

Requires knowladge, skill and mental development equivalent lo two years of
secretarialbusiness college and one year of office exparience, or completion of high school and
three years of office experience, or three years of independent business axperneance.

Qualifying state employees, in the employee Upward Mobility Program, meay complete
combinations of specific proficiency tests and training programs leading to a certificate of
proficiency in lieu of the stated requirements for ihis classification.

Requires extensive knowledge of office practices and procedures.

Requires extensive knowledge of composition, grammar, spelling and punctuation.

Requires extensive knowledge of arithmelic 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, rutes and regulations.

Requires ability to instruct, guide and train others.

Requires ability to astablish and develop written instructions and procedures.

May require licensure as a nolary 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 aocuralez.

In addition to having a wrilten and spoken knowledge of the Englishlanguage, candidates
may be required lo speak and write a foreign language ata colloquial skill level in carrying oul
position duties in conjunction with non-English speaking individuals.



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

BILINGUAL POSITION TITLE

1. POSITION TITLE WORKING TITLE {IF ANY) 2. POSITION NUMBER

CODE OPTION CODE

EXISTING POSITION

NEW/REVISED POSITION

Paralegal Assistant Juvenile Court Paralegal 29 SS 30860-16-03-200-51-9%

3. AGENCY 4. BUREAU/DIVISION T | & R M| a.AUDIT | 9. OFFICE USE
EXISTING POSITION

NEW/REVISED POSITION

Children & Family Services Legal Services 0 016 2 R
10, SECTION 11. UNIT 12. TRANSACTION CODE | 13. EFFECTIVE DATE
2L sl [J MA021 ESTABLISH 06-16-22

[ MA022 EXEMPT CODE CHANGE
(0 mMco24 POSITION NUMBER CHANGE
Regional Counsel | Cook County 0 MCo26 CLARIFY
RUTAN [0 MC027 ADDITIONAL IDENTICAL CHANGE
EXEMPT ' () MCO28 WORK COUNTY CHANGE
EXISTING POSITION | [J MDG21 ABOLISH
[ mC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION

14. WORK LOCATION 15. BARGAINING/TERM CODE

LA L [ MC150 LATERAL REALLOCATION
Chicago RCO62 N [J MC158 UPWARD REALLOCATION
% OF TIME | 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 independent responsibility 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

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

Position # Page 10f 3



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

% OF TIME _ 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
10% 4. Performs special projects and prepares statistical or other reports

10% 5. Receives and processes all subpoenas received by staff; arranges for production of
records or attendance of worker
« Consults with licensed attomneys 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
incumbent of this position.)

WORKING TITLE {IF ANY)
Public Service Administrator 37015-16-03-200-50-01 Supervisory Regional Counsel

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

(O supervisor [l Lead Worker

NOTE: Supervisory or lead worker resbonsibilities 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

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE OF |
THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION” CAN NO LONGER BE USED.
Minimum Qualifications
1. Requires knowledge, skill and mental development equivalent to completion of four 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. 2years 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
statisticat data

Position # Page 2 0f 3



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

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

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to pass a background check

2. Regquires ability to travel
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 (llinois 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

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 hotiine calls to reaching family reunification or foster care and adoption,
children and famities are our focus. The Office of Legal Services works in a supportive capacity to ensure Departmental
adherence to all applicable laws, statutes, regulations, and court orders.

DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE DATE

@ Mawe D. Smith 07.28.22 |
w’{“‘ﬁéz‘“ fe 8/12/2022 By Dowg Mathisy
b fuat Py

Position # Page 3 of 3



TILIINOIS DEPARTMENT OF aMS 104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

. NEWRPASEDIFOSTION Child Protection
Public Service Adrvinistratoe  TVestigations Team

2 B 3015168231010
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) MC149 DOWNWARD REALLOCATION
7] MCISOUATERAL REALLOCATION
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e 1. Serves as Child Protection Investigations Team Supenvisor

« Plans, supervises, reviews, and coordinates the activities of a team of professional
investigators engaged in conducting child abuse/neglect investigations

« Provides technical direction and guidance on child abuse/neglect investigations

« Meets weekly with staff to discuss specific reports

« Monitors progress in meeting procedural imeframes

« Establishes and implements a system for ensuring clinical staffing of reposts

+ Explains, monitors, and enforces compliance with the provisions of ail applicable
state or federal laws and Department rules and procedures

+ Dewelops, implements, and enforces team specific operational procedures

« Makes critical decisions on case related activities

« Provides afier hours supervisory coverage §

| Drives I various locations throughout the state to attend meetings and conferences

206 2. Serves as working supenvisor

« Assigns and reviews work

« Provides guidance and fraining o assigned staff

+ Counselk staff regarding work performance

+ Reassigns staff to meet day-to-day operating needs

« Establishes annual goals and objectives

+ Approves/disapproves time off requests

Position # Page 1 0f 4



M TLLINOIS DEPARTIVENT OF avs 104
CENIRAL MANAGEMENT SERVICES POSITIONDESCRIPTION

S RN TANDAC R STRTEMENTOF FOSTION ESENALFONCTIONS
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161 TS, Explains and enforces agency policies, procedures, state and area satutes, and

g

gt
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Position #

« Prepares and signs performance evaluations

8% . 7 3. Establishes and implements a team-based program of staff development and training for

subordinate staff

« Monitors 1 ensure staff attend Departrment-sponsored training sessions

« Conducts an annual assessment of the training needs of subordinate staff, both on
an individual and collective basis
Evaluates group and individual effectiveness, independently acting to improve both
Devises and implements revised methods and procedures for appropriate case
control

o Provides input to managementin use of volunteers, students, and other resources
available to the team

¢ Amanges and conducts orientation and training programs for staff development

o Teaches social work principles, work methods, and procedures
Provides on-the-job leaming experience for staff

*
"4 "Establishes and maintains effective linkages with community organizations, including

hospitals, law enforcerment, schools, and social service agencies, to enhance child

welfare and protective services through operational partnerships

« Maintains regular communication with Department stakeholders

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

« Manages and supeivises the process of refemal of cases to specialty areas such as
Norman, child welfare nurse specialists, educational liaiso, €t

requirements

e Reviews recommended and/or newly enacted policies and procedures, providing
input and discussing effects of such action with Administrators

« Monitors t ensure teamis functioning as a Local Quality Improverment teamand
that a Local Quality Unit binder including minutes, action plans, agendas, etc. is
maintained

. Monitors to ensure that the team participates fully in all Regionat Quality Council
requirements

« Monitors to ensure staff organization and arrangement of all case files in APS order

« Monitors to ensure case confidentiality

. Translates and interprets, both orally and in writing, for Spanish speakingclients

regarding services available and the completion of fonms

 Garve< as liaison with permanency staff to coordinate and facilitate efficientand

effective case handoff and client services

« Coondinates general field service and work efforts among child protection and
placement staff, including joint staff efforts, physical plant issues, space for staff,
personnel issues, telecommunications, equipment, efc.

. ‘Provides input into quality assurance activities

« Reviews various reports on quality assurance and other issues and makes
recommendations to administrative staff
« _Provides ongoing operational reports to management upon request

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

the duties enurmerated above

Page 20f4



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

PUBLIC SERVICE ADMINISTRATOR
POSITION CODE: 37015
Effective: 10-1-02

DISTINGUISHING FEATURES OF WORK:

The Public Service Administrator is designed fora broad band of middle
management positions located in agencies, boards, and commissions and subject
to the Civil Service Code. Positions afiocated to this class serve as poticy
implementing officials and/or have considerable administrative responsibilities that
are managerial, supervisory, or confidential in nature.

Key management functions of Public Service Administrators require the exercise of
discretion in controlling or directing the organizalion's supportive program and
determining the judicious use of means to accomplish an end. Such positions are
charged with responsibility to direct the effectuation 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 Service
Administrator's position responsibiities are inseparable from the interests of the
employer.

Common to all positions in this class is the management nature of work. Public
Service Administrator positions are frequently full fine supervisors. Full line
supervisors are principally engaged In work that is substantially 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 disciptine employees, orlo adjust grievances. Ofther
Public Service Administrator positions may act in a confidential labor relations
capacity by assisting or serving as an agency's labor relations manager, o by
having authorized access to information concerning the review or imptementation of
the employer's colleclive 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 administrative 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 Classification Plan, as
well as those subject to the provisions of collective bargaining contracts.



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 o resolve administrative problems and program function
Improvements; performs the major controfiing Impact on the outputs of the
program activities; implements studies of program evaluation; establishes
priorities among assignments, establishes times of completion and quantity
and quality of work products and sarvices; 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 agencles to discuss inter-agency Issues or with
representatives of other governmental jurisdictions and outside parties.

As aline or staff assistant to a higher level manager, performs highly
responsible functions coordinating and assisting with the direction of several
large agency wide programs, develops and maintains ongoing
communications with private and public organizations, officials of other
agencies, or officials of other states and the tederal government, with
delegated authority speaks for the higher level manager o commit
operational programs to specific courses of action; plans, directs, and
conducts exiensive and complex research or adm inistrative studies of specific
phases of division cperations; drafts proposed bills, amendments, resolutions,
procedures, rules, and regulations; makes or coordinates difficult and
involved field investigations of law violations and claims.

implements and evaluates policies and procedures affecting casework and
investigative decisions; establishes local operating policies, practices and
procedures; identifies and evaluates the ullization of available community
resources; works with regional managers of supportive service programs to
intagrate services within assigned geographic area through contacts with
officials at all levels of govemment, private and volunteer agencies; establishes
and maintains effective public relations forthe depariment, advlsory councils,
and civic organizations; 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 office space negotiations, dealing with
vendors on subsequent problems with adequacy of facilities.



PUBLIC SERVICE ADMINISTRATOR (Continued)

4. Supervises subordinate correctional faclity officers; assigns them fo posts of
duty; makes rounds and assures that subordinates are on duty and properly
altentive to their duties; prescribes disciplinary measures; prepares incident
and activity reports; investigates complaints of violation of rules; recommends
disciplinary action and conducts hearings involving standards of behavior.

5. Supervises professional nurse personnel in providing care for recipients;
prepares work assignments of subordinate staff; changes or revisas staff
assignments to assure adequate staff coverage according to patient load or
employee absentesism; reviews and approves requests for ime 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 accounting and auditing work involving supervision of
professional and subprofessional staff engaged in maintaining a complex,
accounting subsystem invoiving general departmental funds or grants;
prepares or supervises the preparation of complex 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 small section of systems analysis 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
work schedules and sequences of operalions to assure an even flow and
distribution of work, the expeditious handling of pricrity cases and the meeling
of schedules and deadlines; evaluates need and makes recommendations
conceming 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 eniities; makes pre-audit evaluations
lo establish scope and procedures to be employed:; ascertains nature of
systems to determine 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 explain standard techniques utilized; appears at
hearings as agency witness 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.



PUBLIC SERVICE ADMINISTRATOR (Continued)

10.

1.

12.

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 soclo-economic backgrounds;
deveiops and directs the implementation of intra-office operating procedures to
facifitate work flow in client reception and/or registration, record processing and
maintenance, data and information collection and dissemination; based upon
analysis of community needs, establishes long range annual, and interim goals
and objectives and action plans for delivery of services o eligible clients in the
office service area; develops and implements the annual program and budget
plan for the office; conducts frequent regular reviews of service, budget and
performance indicators in comparison to office goals and standards; identifies
problem areas and initiales corrective action when appropriate.

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 devetoping
program narratives and justifications; reviews and approves expenditures of
funds authorized; prepares a variety of malerials designed to expiain 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 with state, federal and other agencies.

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 ressarch related to restoration, interpretation,
and development; responds o oral and written inquirles conceming avallable
programs and departmental policies; appears at public hearings as required;
explains agency policles and rules and regulations to visitors and assures
compliance with same.

Supervises subordinate staff, plans the work to be accomplished, sets
priorities, assigns work according to individual subordinate’s abilitles,
evaluates work performance, hears and resolves first level grievances;
reviews the technical and scientific information to be used in regard to a
particular case; serves as an expert witness in hearings or court cases;
performs tests, evaluations, development, and improvement of techniques
used.



PUBLIC SERVICE ADMINISTRATOR (Continued)

13. As a field office supervisor or advanced generalist, reviews all discipiinary
actions proposed by agency management for appropriateness and compliance
with Rules and other affacting regulations; soficits legal opinions as required
and other counsel as pertain to Personnel Rules, regulations, policies and
furnishes pertinent information to central departmental staff for consideration;
evaluates proposals for employee or labor relations policies, ruies and
regulations in accord with conltracts and/or pertinent statute; reviews all labor
legisiation and impacting secondary and tertiary employee and/or labor
legisiation; evaluates content of legistation and prepares posilion statements.

14. Directs, implements, coordinates, and supervises program activilies of field
counselors, university coordinalors, and other taff of a large area agency fieid
office providing services to clients; assists regional administrator in organizing,
direcling, and supervising programs pertaining to area of specially.

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;
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 Depariment of Central Management Services or his/her designee.

Requires prior experience equivalent to three years of progressively
responsible administralive 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 Depariment of Central Management
Services or hisher designee.

es, Skills and Abillti

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 utiiization and employee motvation.

Requires extensive knowledge of labor and employment development.

Requires extensive knowledge of agency policies and procedures.



PUBLIC SERVICE ADMINISTRATOR (Continued)

Requires abiiity to develop and manage a supportive agency program.

Requires ability (o analyze administrative problems and adopt an effective
course of action.

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

Requires ability 10 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 refationships.

In addition to English verbal and written skills, candidates may be required to
translate, speak and wrile a foreign language at a cofloquial skill level. Some
positions may require manual communication skills.



[INCISDEPARIMENTOF VS 104
CENTRAL MANACEMENT SERVICES POSITION DESCRIPTION
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OidProtection AdvSpeclist 0761168231019
Child Protection Speciaiist one3l630N0
CrildProtection Specialist 07163 1682.310-11-99

1. Requires a master's degree in social work or a related hurran services fieid from a recognized college or
LINvers ity

2. Requires three years of progressively responsible administrative child welfare experience with an MSW OR four
years of progressively responsible administrative child welfare experience with a master's degree In a related
human senices fiekd

3. Requires ability to speak and write Spanish at a colioguial skill level

Skills:
Of the previously noted years of experience, requires that the expenence include at least 2 years in the adrministration
of child protectionfinvestigations

=R Rmmwmpassamcmummac . ’
2 Requreﬁabintrhmmmpebmmeofduﬁes Requires appropriate, valid driver's license.
3 m-:m:lmms nfemmrtlrsmdhereare incorporated and related o awnfhepbmuesas listed in the

Position # Pxp3ofd



JLLINC|S DEPARTMENT OF CMS-104
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

21. POSKTION POSTING/MARKET]
st responsibllities of the poSRIGNZ 2107 T
" The Ilinois Department of Children and Family Services Is seeking an organized. professional, and ensrgetic individual to
serve as Child Protection Investigations Team Supervisor. Under administrative direction, ths position will plan, review,
and coordinate the activities of a team of professional investigators engaged in conducting child abuse/neglect
investigations. The position will make critical decisions on case retated aclivities and provide after hours supervisory
covarage, while also utilizing Spanish speaking skills in the performance of duties. This pesition provides a great
opportunity for someone who is passionate about children and interested in providing leadership of a team of child
protection professionals focused on keeping children safa. 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 capabilties. We invite you to join our innovalive leam 1o help make a positive difference in the lives of the
chidren and families of Hinois.
22. ABBUT Tt AGENCY/BUREAU/PROGRAM :
DCFS is deeply committed to the welfare and protection of children. Our goa is to protect children by strengthening and
supporting families. In every effort, from receiving hotline calls to reachirg tamily reunification or foster care and adoption,
_ children and families are our focus

- DIAECTOR OF CHIS SIGRATURE

ATEMENT: information s this statémentis NOT intended 10 be siancompassing oF to sidress

,sﬁdﬂkm'r_ésim'é'”":"'Eiiliﬁim'm' mmmommmﬁ ot
i Moare D. Smith

Raven f}l‘VAMﬂfIfb by Lebra Short 11/t /24 By Doug M . 09-28-23 .

Position # Paged of 4



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

SENIOR PUBLIC SERVICE ADMINISTRATOR
POSITION CODE: 40070
Effoective: 10-1-02

INTRODUCTION:

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 equivalentto 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
responsibilites. As a policy-making official, an incumbent reports directly to
the diractor or assistant director of the agency and parlicipates in determining
pollcy 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 aclivities mandated by
legislation or the agency’s director or assistant director. Positions serving as
daputy directors or staff assistants to directors or assistant directors are also
included in this class. Such positions with major administrative
responsibilibes direct programs defined by slatute, 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 organ izational 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 and positions encompassed by other, existing classes within the
Classification Plan.



SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued)

DISTINGUISHING FEATURES OF WORK:

Subject to management approval, plans, 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 departiments, members of the legislature, officials of other
states, and the federal government

ILLUSTRATIVE EXAMPLES OF WORK:

1.

Direcls, 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 longrange
plans for the agency and monitors progress towand accomplishment of
the goals and objectives of the agency.

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 governmentat and private agencies, and the preparation of
technical reports and papers.

Plans, develops, administers and coordinates a complex social service
(facility based or community) program by reviewing and evaluating
agency programs, policies and management praclices, and directs
changesin operalions as deemed necessary; directs and participates in
research and reporting activities of programs and services; directs the
development, review and analysis of legisiation required for the
improvement of current agency programs and services, and the
development of new programs.



SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued)

10.

Plans and coordinates a network of systoms and services on a
departmental, mult-agency or regional basis; directs and coordinates the
design and management of administrative services to meet the nesds of
user agencies.

Performs highly complex and specialized studies, prepares
interpretations of findings, transiates findings into proper form usable by
other professional personnel in the agency; establishes and maintains
working relationships with federal, state and local officials, and clvic
leaders on various matiers involving program area.

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.

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

Establishes policies ufilized in implementation and maintenance of
programs; confers with the Director and adminlisirative staff on feasibility
of recommended policies; interprets new legislation and administrative
policies and procedures.

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,
rules, regulations and procedures.

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



SENIOR PUBLIC SERVICE ADMINISTRATOR (Confinued)

DESIRABLE REQUIREMENTS:

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 Depariment of
Central Management Services or hisher designee.

Requires prior experience squivalentto four 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 Sarvices or his/herdesignee.

nowled i

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

Requires thorough knowledge of agency programs and service
objectives, activities and opserational systems.

Requlres thorough knowledge of staff utilization and empioyee
motivation.

Requires thorough knowledge of labor and employment development.

Requires extensive knowledge of agency policies and procedures.

Requires ability o develop and manage a major agency program.

Requires abllity to analyze administrative programs and adopt an
effective course of action.

Requires ability to develop, instail, 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 sesvices. .

Requires ability to develop and maintain cooperative working
relationships.

In addition to English 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.



CMS ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICE POSITION DESCRIPTION
LEGACY AGENCY
POSITIONTITLE ~ WORKING TITLE  PINCUAL gg"d; i,%ﬂggg POSITION SPECIFIC
NUMBER  POSITION CODE
SOCIAL SERVICE  Child Protection : 41281-16-91-8  41281-16-01-800-
AIDE I-Spanish Assistant Szl — A 00-01-99 01-99
STMT. OF
REB’S'C')‘QNG ECONOMIC EXMT CODE SITE POSITIONTYPE Ml TARGET FTE
INTEREST
true No Not Exempt In-Office SP true 1
AGENCY DIVISION SECTION UNIT EFFECTIVE DATE
Department of Cook County Child - .
Children and Family  Protection/Cook  Child Protection Operations 91-800 Adm':;ggf“ég’"'m 2024.11.20
Services South - 91
WORK WORK BARGAINING JOB ALTERNATE RATE
COUNTY LOCATION CODE PROTECTED OF PAY MERIT COMF CODE
Chicage - 6201 S
Cook Emerald Dr USA/RCO0S Yes N
% OF

TIME COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

35 1. Serves as Child Protection Assistant

- Drives or travels with Child Protection Specialist staff to homes to assist in investigalions of complaints regarding
child abuse and neglect

» Provides assistance to the Child Protection Specialist as they conduct interviews with children and families

+ Assists Child Protection Specialists with ensuring the safety of children being transporied by the use of seatbelts
andfor age-appropriate care seats for each minor

« Transports children brought into the Department's care to their necessary evaluations (e.g. medical) at the direction
of the Child Protection Specialist or Child Protection Investigations Team Supervisor.

30 2. Observes children and reports to the Child Protection Specialist any unusual behavior relating to the mental,
social adjustment, and overall health of children

* Reports to the Child Protection Specialist and/or supervisor any communication with children resulting in disclosure
of abuse and neglect.

10 3. Communicates to clients services available through DCFS and private agencies.

10 4. Organizes and maintains automotive records and materials, including mileage. maintenance, and expenses

= Moenitors and tracks maintenance of auto to ensure it is a safe and clean means of transportation for home removal
of children.

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

7.
8.
9.
10.

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

SUPERVISOR POSITION TITLE POSITION WORKING TITLE {IF ANY}

SENIOR PUBLIC SERVICE ADMIN-Health and Human
Services

CHECK THE APPROPRIATE BOX IF THIS POSITION 1S A:

90693556 AREA ADMINISTRATOR

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 posilion title, position number, and number of subordinate incumbents or authorized
funded headcount.

POSITION NO. OF INCUMBENTS OR FUNDED
BRLLICEELIEE NUMBER VACANCIES



CMS  ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICE POSITION DESCRIPTION

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

Mini Qualificati

1. Requires any combination of education, training, or experience which provides knowledge, skill, and mental development
equivalent to either the completion of four years of high school or two years of experience working with the cullurally
disadvantaged in a public or private social welfare program.

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

Pref Qualifications (I Ocder of Signifi

Specialized Skills (1 f in BUE |
CONDITIONS OF EMPLOYMEN'T

1. Requires ability to travel in the performance of duties. 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. Overtime is a condition of employment, and you may be requested or required/mandated to work overtime, including
scheduled, unscheduled, or last-minute overtime. This requires the ability to work evenings and weekends, This also requires
the ability to work in a 24 hour “on call” capacity.

5. The conditions of employment iisted here are incorporated and related any of the job duties as listed in the job description.

COMMENTS



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

1mnmnn£ | WORKING TME (F Ay | MR T FEERETRE 1 2 posmonNuMBER

! | 41313-16-64-300-22-99
| NEW/REVISED BOSITION

. Social Service Program Planner : A EAE i
i onal Contract t 55

.v lteil Nﬁ%? 5m?i 3 .
(BAGENGY A BUREAU/DIVISION amswmflm aaor | somESE

"u!ir.r"ﬁ VISED POSITION

_ Contract Administration {0 | 016 2 | R

: RN Y mm-m.mu TRANSACTIGN CODE | 13, mmﬁﬁm
i e s e e iz
. Cook County Contracts | Administration | [ MA022 EXEMPT CODE CHANGE

© NEW/REVISED POSITION

. CookfMNarthern Regional Contract
{ Administration . Cook County C““‘“‘“S

| B MCoza POSITION NUMBER CHANGE

" B mcore CLARIFY

i R E i [ MC027 ADDITIONAL IDENTICAL CHANGE
{4 WORKEODATIM ool ’*3 mwwmmm HN% [ MC028 WORK COUNTY CHANGE
., i:ﬁ,"‘p‘g 'm“m SE e e e T D BRI
- ] MC149 DOWNWARD REALLOCATION
| NEW/REVISED POSTION ; [0 MC150 LATERAL REALLOCATION,
- Chicago { RCO62 . N Clwmciss UPWARD REALLOCATION
%0 e 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIoNs "7 7

20% 1. Serves as Reglonal Contract Analyst
s« Coordinates, plans, negotiales, interprets, and monilors purchase of service
contracts in accordance with Depariment policy within the assigned region
« Collaborates with Department staff in developing needs assessment and in the
development of program plans for integration in purchase of service coniracts and
monitoring
= Provides technical assislance and clarification of rules, policles and procedures to
vendors/providers, Depariment staff, and olhers to assist them in adhering to the
terms of the contract
« Recommends and reviews methads, policies, and procedures lo prevent program
overiap and duplication, to ensure adequacy of program coverage, and to promote
efficient utitization of resources and services in the best interest of the Dapartment
.= Drvesto various locations in the performance of duties
0% 2. Conducts monitoring reviews of assigned uendumrpmviders to ensure compliance with
contract and program plan
* Reviews billing summaries {o ensure that vendors/providers are complying with
terms of contract, including services provided, number and appropriateness of
chents served, propriety of service, and contracted amoums
= Notifies Regional Contracts Administrator, Department regional staff, and vendors of |
discrepancies 5

Position # Page 1of 2



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

R A A AR T A L AN Y S AN D o et e semo i L S L A SR R R
.

WOFTIME 16, COMPLETE CLARENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

It P ety Tot £ i S s

« Monitors requests for exceptions to contract program plan for additional services
and/or funding and recommends approval/denial io Regional Contracts
s . ADMIniStrator ,

20% 3. Through the use of Department systems, prepares written repONS of reviews conducted
and performs necessary data entry functions in Contradls databases related to on-going
evaluation and tracking of compliance and expenditures -
e Manages appropsiation accounts for assigned contracts
e Prepares reporis as assigned
e Works collaboratively with the region to share information and eligibility

requirements for utilization of programs housed in the Office of Contract
S Ddministration.

10% 4. Maintains systems of data collection to ensure that vendor/pravider contractual billing,
quarlerly reports, annual audits, and narrative reporls are submitted to the region within
timeframes indicated in the program plan
s Contacts and corresponds with vendors/providers regarding delinquent, incompiele,

and inaccuraie bilis, grant based budgels, repors and responses to corrective aclion

i ... @nd/or performance improvement plans :

10% 5. Completes abstracts for all contracts and amendments for the ass:gned region as

; needed
s Enlers data for regional spending plan and annual projections of funding needed
s Monitors 1o ensure adherence to funding and/or funding deficits

10% 778, Translates and interprets, both orally and in writing, for Spanish speaking clients
e TeQarding Setvices avaltable and the proper completion of forms e :
5% 7. Attends meetmgs and trainings to develop and maintain an understanding of new state

___and Department initiatives and ensure effective implementation of those initiatives i
'8, "Performs other dulies as requured or aSS|gned which are reasonably within the scope of
the duties enumerated above

rrartnt u__xfm.»d-a.- T R I I T B M B i A AN IR R BT B0 4 P

T o i ANE HIUMBER IMMEDIATE SUPERVISOR (Respansliie for assigning and teviewing Work, preparing, conductin gog
“3ighing performant ons; effectively recommendingan }mpaslnudlsdptlnawmtonandad;usﬂnggrievmes!unhe
Inwmtientoﬂbisﬁo eny -_; ._-:-_.--: : : e

wer -.-:w.-\.rn-nm.-la. .

- S *woakmrmeslmn iy
Publu: Servuce Admmistratot 37015 16-64 600 10-01 o : Regional Contracts Administrator i

Frrvvavorerms e

] i ' el

D Supervisor l:] Lead Worker

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

2 OO $0 N ST RN R R R

 Position Ttlec:. *+

T e
YN £ e S

iUnE 'iﬁgggssuas OR' ceazmmnan NECSSSAR'( ron THE suc.cssm ‘?;arm"ims or
wﬁ; WORK OF THIS POSTTION , NOTE: SINCE THERE ARE:NOW SEVERALOPTIONS OF smusmo AOILITIES mp&mmm; OR
 CERTFICATION tDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION® CAN NO LONGER BE Usp, 7

M|nlmum Qualifications

Position # Page 2 0f3



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

L

19, SPECIAUIZED KNOWLEDGES, SKILLS; ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THR SUCCESSPUL PERFORMANGE of

3 5 gesmon. NOTE! SiNCET HQRS ARE NOW SEVERAL OPTIONS OF SKILLS AND. ABIUTH

£ JED-ON STANDARDS, THE FHRASE “SAME AS SPECIFICATION® CAN'NG LONGER ¢ e e

1. Requu'es ‘knowledge, skill, and mental development equwalent to the compietion of a master’ 3 degree

2. Requires one year of progressively responsible professional experience in community organization, social service
work, or in program planning and development

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

Of the previousiy noted year of experience, requires that the experience include one year of experiencs in contract
budget analysis and one year of experience in the use of Excel, Access. and accounting systems

P alifications {In Order of Signifl

1 year of exparience In contract budget analysis in a public or business organization

2. 1 year of experience ulilizing Excel, Access, and accounting systems in a publlc or business organization

3. 2years of experiencs in a professional setting applying thorough knowiedge of the program objectives of
agencies developing social policy

4. 2 years of experience in a professicnal setting applying extensive knowtedge of the structure, organization,
and methods of social welfare institutions

5. 2 years of experience in a prolessnonal setting applying technical ability to analyze and evaluate programs and
procedures

6. 2 years of experlence in a professional seiting applying the ability lo verify that program operations compty
wilh all rules, regulations, policies, and procedures

7. 2 years of experience in a professional setling applying the ability 1o effectively communicate ideas in written
and oral form

-t

N Requlres abllity to pass a backgmund check
2 Requlras ability i Io travel and possession of a valid driver’s license
ST

Ry

: rﬁnéﬂhn in this tatemenﬁs NﬂIlntenJedto

saing or to address

= nﬂ-?esﬁ&nﬁhilﬁes of the posttion. . .f i S e

g The llinois Department of Children and Family Sarvices is seekinq an organlzed professional and energet:c mdeuaI 10

: serve as Regional Contract Analyst. Under general direction, this position will coordinate. plan. negotiate, interpret, and

: monitor purchase of service contracts in accordance with Depariment policy within the assigned region. The position will

| collaborate with Department staff in developing needs assessment and in the developmant of program plans for inlegratton

¢ in purchase of service contracts and monitoring. The position will conduct monitaring reviews of assigned

. vendors/providers to ensure compiiance with contract and program plan and will utilize Spanish speaking skills in the

: performance of duties. This position provides a great opportunity for someone who is detail oriented and focused on :
ensuring the Department receives the greatest value for its contract dollars. DCFS offers a competilive compensation ptan,

- excellent benefits, and a pension program. The ideal candidate for this position will have excelient organizalional skills and

' strong communication capabilities. We invite you to join our innovative team 1o help make a positive difference in the lives

: of ihe children and fgmﬂies of Illinols?

B mmuswt—x‘enm'm

| 22,8 AS0UY Y THE Aesucv}hua 7 AL7PS

DCFS is deeply committed to the “wellare and proiectron of children. Our goal is 10 protect children by strengthening and
¢ supporting familles. In every effort, from receiving holiine calls to reaching family reunification or foster care and adoption,
children and families are our focus.

I ulnecwﬁ Je: CMSSIGNATURE

QU S s S B N B A 925 T AP 2200 AW

if‘?f":’i’i’é? svww:soasusmwae i memcv uewaswa_
i Ma.roD Srwt#u

f * 11-14-22 E

Position # Page 3of 3



TLLINOISDEPARTMENTOF MS 104
POSITION DESCRIPTION

4341665700319
FE ?am aomEUE

. Administration rrioneny 2 MORDCLARIY
| II“EI fE"E” Ew [ MOR7 ADOIMONAL ICENTICAL CHANGE
]'5“ H ﬂ.’ﬁ H'B‘ll"f [ MOR8 WORK (DUNTY (CHANGE
g | (] MD021 ABOUSH

| ) MC199 DOWNWARD REALLOCATION

| () MCI50 LATERAL REALLOCATION
_.ww RO62 - “. if CLNCICUPNARREANDOON: s

. Serves astocacySpecHst
« Manages case situations which are made directly or refermed to the Advocacy Office
involving complaints, problerrs, concems, questions, requests for service and
informration, and clarification of laws, policies, and procedures
Conducts research
Analyzes case situations and develops strategies
Designs activities to comrect problems and resolve issues
Coomdinates and interacts with professional staff
Makes referrals to the fiekd, regional, and/or ceniral office staff and to other Departments
and agencies
» Independently interprets, articulates, and applies knowledge of applicable laws,
T ‘Department rules, policies, and procedures to callers and referral sources
15% 2. Researches Departrnent poficy and prepares necessary information for review by
administrative staff

= Coordinates with DCFS and private agency staff b facilitate gathering the appropriate
—— . information for reque
1% 3. Pmmmmmmnmsmmﬁm&atmmmmmmmm
the Director's Office from a variety of sources such as high-level administrators, media,
legislators, and the Govemor's Office

NEW) PEVISED POSTION

Position # Page 1of3



" TI1INODIS DEPARTMENT OF as104
CENTRAL MANACEMENT SERVICES POSITION DESCRIPTION

%O TIME © 16, COMPLETE CLRRENT ANDACCURATE STATEMENT OF POSTIONESSENTIALFUNCTIONS
10% ; 4. Coordinates and facilitates complaint or problem resolution using statewide resources
é and contacts that include field, regional, and central office staff in other agencies
» Directs activities of staff in providing necessary sesvices
» Monitors cases to ensure that planned activities occur
+ Provides information to administrators and executives about recuming or systemic
problem areas
5. Translates and interprets, both orally and in writing, for Spanish speaking clients
reganding services available and the proper completion of fonms
6. Develops and drafts responses for the Administrator's signature for the Govemor,
~ Director, Deputy Director, Legislative Office, and other administrative and executive staff |
. identifies and assesses specific issues requiring the attention of the Inspector General
s Designs and monitors procedures for refermals on an ongoing basis
. Collaborates with the Office of Education and Transition Services regarding Youth
Advisory Board (YAB) :
« Drives to assigned locations and provides input into monthly YAB meetings, which occur
i &fter nonmal work hours '
5% 9. Utilizes interpersonal communication skills with considerable independence :
s + Maintains tactful, professional, consistent demeanor during telephone and interpersonal
i communication
5% 10. Utilizes cormputer skills to maintain files, research cases, and obtain necessary data to
.. ... assess and strategize case situations
5% 11. Perfors other duties as required or assigned which are reasonably within the scope of
the duties enumerated above _
17 mm&m mmmmmmmmmmw mmwmm mmm aned

g ¢y

i e IWoRNGTRERMW
-_mmmummm&mmmi S Mocaqrc:ne&paﬁw
B BTN TE oK ETHSBOION A .

H&wm J:.aadwm

NOTE: Supervisory or lead worker responsibifities must be described in a detailed duty statement(s) with a time
percentage(s) allotted. |f a box was checked above, list position title, position nurmber, and nurmber of subordinate
incumbents or authoriaed funded headoount.

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

2. Requires two years of progressively responsible professional experience in community onganization,
soclal service work, or in program planning and developrment

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

Position # Fage 20f3



ILLINGIS DEPARTMENT OF CMs5-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

mrmneb ori’srmtm D ;'I-FE PHRASE L.sAME«ins sptcrrltfxnon" CAN NO LONGER BEUSED.

Bty ot bt ot ot b Bt

Preferred Qualifications (In Order of Significance}

1. 2 years of experionce analyzing and reviewing case situations in a public or private social welfare agency

2. 2 years of experience conducling an official complaint and problem resolution process in a public or private
organizalion

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 institutions

5. 2years of experienca in a public or private organization utilizing advanced technical ability to analyze and
avaluate programs and operations

1. Requires ability to trave! in the performance of duties. Requires appropriate, valid driver's license.
2. Requires abllity lo pass a background check.
3. The conditions of employment listed here are incorporated and related to any of the job duties as listed in the

1. POSIMON msrmc;mmz‘nucsmt AL} is statament is NOT intended to be all-encompassing of 10 address
all responsibilities of the p A R R S B e e G
The Illinols Department of Children an Family Services is seeking an organized, professional, and resulls oniented
individual to serve as Advocacy Specialist. Subject to management approval, this pasition will manage case situations
which are made directly or referred to the Advocacy Office involving complaints, problems, concerns, questions, requests
for service and information, and clarification of laws, policies, and procedures. The positicn will conduct ressarch and
analyze case situations, designing activilies to correct problemns and resolve issues. This position will also provide
immediate mtervention on specific cases that are brought to the attention of the Director's Office from a variety of sources.
The position will ulilize Spanish speaking skllls in the performance of dutias. This position provides a great opportunity for
someons who is interested in working to rasolve complainls and problematic issues related to case situations. DCFS offers
a competitive compensation plan, excellent benefits, and a pension program. The ideal candidate for this position will have
excellent organizational and communication skills, with strong leadership capabllities. We invite you to join our innovative
team to help make a positive difference In the lives of the children and families of ]_I!inqis.

L2, AﬁOlﬁ’i‘HE AGENCYJ‘BUQEAUIPAGGRAM

DCFSis deeply committed to the welare and protection of children, Qur goal is lo protect children by strengthening and
supporting families. In avery sffort, from recelving holling calls to reaching family reunification or foster care and adoption.
children and lamilies are our focus it

Vavivan

: OIEECTOR OFCMSﬂGNAWRE |MM€D‘A’TE SUPENSQR SlGNAWﬁE xl_._-.‘AGSNCVHEhﬂﬁmmRE i ..:..: E* |3AT§ ; :
Mave D. Smifiv
Raven bevaughn by sbra shovt 1/13/13 By Doug Mathi 07-07-23 :
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ILLINOIS DEPARTMENT OF MS-104
CENTRAL MANAGEMENT SERVICES POSTION DESCRIPTION

LROETONTRE  woReGTIEGAW)  fgp TRRon | 2 AOSTONMUMBR
EXISTING POSTION :

e e R T e ; LA L

NEw REVISED POSITION i
._mtcren&Fmﬂlyﬁerm_ Dmceuflegai‘ﬁerﬂces ot S0 L0 L2 R :
wmsmo o wwr | e | neromed
BASINGFOSTION : OMam st 0 060123
- [ MAGZ2 EXEMPT COCE OHANGE
NEW/REVISET) POSITION [ MC024 POSITION NUMBER CHANGE
B i RARANING TR e | FUTAN | MOI27 ADDMONAL ICENTICAL CHANG:
BHSTAGROSITION ; | ] MOO21 ABOUSH
13 MC143 DOWNWARD REALLOCATION
- ] MCISOUATERAL REALLOCATION
% 1. SevesasCookCcruwnegona!{:ouma
: « As directed, represents the Department at hearings on assigned calendar in the
| uvenile Court of Cook County, including temporary custody, adjudication, disposition,
permanency, status, progress, termination of parental righis, and motion hearings
» Appears personally in coust, especially on high profile or cormplex cases, in the
perfonmance of duties
i s Travels to various locations in the performance of duties
5% 2. As directed, provides input into or conducts screenings to determine whether matters are
legally sufficient to present to the court
« When deficiencies are identified, informs the workers and supervisor of the deficiencies
and recommends necessary comective action
« Provides kegal advice and counsel tb workers, supervisors, and administrators, as
assigned

1% . 3. Translates and interprets, both orally and in writing, for Spanish speaking clients
regarding services avallable and the proper cormpletion of forms

5% | 4. Provides input into the planning and development of raining for staff on legal issues
i Conducts legal trainings for DCFS and POS administrators, supenvisors, and staff

L

Position # Pagp 10f 3



[T INOIS DEPARTMENT OF OMS 104
CENTRAL MANAGEMENT SERVICES POSITION DESRIPTION

%OF TIME | 16, COMPLETE CLIRRENT AND ACCURATE STATEMENT OF POSTTION ESENTIAL FUNCTIONS Hear
P 5. As directed, makes periodic uisﬂsmassimedamaaﬂice[sih:tprwdemsm iegal
consultation to workers

=

Prepares memoranda on legal issues
« Reviews or drafts proposed legislation or policy documents and conducts research on
legal ssues

5%

% | 7. Maintains cument working knowledge of relevant federal and state statutory and case
; law, state and federal regulations, and Department policy and procedures

% 8. Maintains records of activities and actions taken on behalf of the Department and reports
: o supervisor regarding same

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

:? wmmnmmumm&mwmﬁﬂu&mmmmwﬁ
! e eval uation mmwwmmqumgmhu e

public Senvice Adriristrator 37015.16032001001 | SOk oy Serior Supenésoy Feordl

18 OB THEAPPROPRIATEBOX IF THSPOSITION 154,
O Supenvisor [ Lead Worker

NOTE Supenvisory or lead worker resporsibilities must be described in a detalled duty staterment(s) with a time
percentace(s) allotted. if a box was chedked abowve, list position title, position rurmber, and nurmber of subordinate
incumbents or authorized funded headoount.

[ Neotimasbeisorfirdd Vocandes

{3 Mlﬂ
1 Requ.tires graduation froma recognized law school
2. Requires possession of a valid license to practice law in | llinois
3. Requires ability to speak and write Spanish ata colioquial skill level

Position # Pagp 2 of 3



[LLINOIS DEPARTMENT OF CM53-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

20. CONDmONS 0# EMPLQ\'MEHT Sl
1 Requwes the ablltty to pass a backgmund check.
2. Requires ability to lrave! in the performance of dulies.

1. The conditions of employment listed here are Incorporated and related (0 any of tha job duties as l.sted in the
]ob descrlpﬂon__

a msponsm!fm of the pasitlon.
The lllinols Department of Chiidren and Family Sewtces is seekmg an organlzed professlonal and results oriented
individual to serve as Cook County Regionai Counsel. Under general direction, this position will represent the Department
at hearings on assignad caiendar in the Juvenile Court of Cook County, including temporary custody, adjudication,
disposition, permanency, stalus, progress, termination of parental rights, and motion hearings. The position will appear
personally in court, especially on high profile or complex cases. This position will also provide input into or conduct
screenings to determine whether matters are legal sufficient to present to the court and will utilize Spanish speaking skifls in .
the performance of duties. This position s a great opportunity for anyone who would like to use their skills as an attomey to -
benefit child welfare services. DCFS offers a competitive compensation plan, excellent benefits, and a pension program.
The ideal candidate for this posmon will have excellent legal, research and cu'gantzauonal skills. We mvile all qualified

DCFS is deeply committed to the walfare and protecnon of chlldren Our goal is to protect children by slrengmemng and
supporting families. In every effort, from receiving hotting calls to reaching family reunification or foster care and adoption,
children and famllles are our | iocus

Tod i s iiie : h . Gt e e L LT

DIRECTOR OF CMS SIGNATURE * ‘xmmpmg,'_ﬁ: ERVISOR SIGRATURE | AGENCY HEAD SIGNATURE | paTE
: Mare D. Smitiv
o [ I.;-q...m LYy T4 Rt By D M ” o 05-08-23
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ILLINCISDEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

LPOSTORTIIE  WORGNGTME(FANy | UGN FLSIONTAL L’ FOSITION NUMBER
Ao mmpw“w b e 1 S e o 5t LR E IS ante | ".'_ Ry o= NN W

Tech nical Advisor il S5 45253-16-65-10005-99

P ol bl A L AL S 4 i S -y R sl o S AR e e B s
t
¥

T WO T R T
| COUNTY, ; ATH | E”“"“ someus

_Chlldren & Family Services

'iﬂ.mﬂ

 GustiNGasiTion D wanonn esmasusn 051622
1

j {7 MAD22 EXEMPT CODE CHANGE
! O mon24 POSITION NUMBER CHANGE
Ap/AdrqinlstrativeHeg;jgggg_ o Admlnistmlon R ) I B9 MKD26 CLARIFY

—RGIIHI!IGF(ERII uU'ml | [J moo27 ADDITIONAL IDENTICAL CHANGE
..i‘ ok wu@ ; : is C*DDE WWT 1 i 0] mc028 WORK COUNTY CHANGE
e

! [0 mooz: ABQUSH
| [J MC149 DOWNWARDREALLOCATION
: _ [ MC150 LATERAC REALLOCATION
Chicago : RCO10 . N DOwmase UPWAROREALLOCATION
i % OFYIME 16, COMPLETE CURRENT ‘AND Accum,ﬁ STATEMENT OF Pesmen ESSENTIAL FUNCTION
%% 1. Serves as Administrative Law Judge
e Monitors the adjudication of complaints issued under the llinois Department of
' Children and Family Services from the date of issuance until completion of an
order recommending final disposition thereof to the Director
» Composas formal written recommendations for the Director’s action i
¢ Reviews tapes and transcripts, documentary evidence, and post hearing briefs ln
order to prepare recommendations for the Diractor _
* Prepares recommended orders and decisions, setling forth specific findings of

fact, conclusions of law, and analysis of the relevant statutes, regulations, and

courl decisaons

P 20% T3 Guldes the appeal through pre-hearing phases

¢ Rules upon contosted motions

¢ Convenes pre-haaring conferences in order to clarify issues and/or facilitate
seitliament

¢ Monitors the aclivities of the parties to ensure steady progress to hearing

M...SEDP T S

'NEW/REVISED POSITION

T TR M

PR v kS AV VAR S

E20% 3. Presides at formal adminisirative hearings convened throughout the state of tilinois
o Applies the Administrative Procedure Act, Children and Family Services Act, f
Child Care Act, Abused and Neglected Child Reporting Act, and refated statutes
_and rules and regulations of the Departmentof Children and Family Services

Position # Page 1 of3



ILLINOISDEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

{5 AT CoNPLETE CORENT 1D RCEORAT STATRNIGHT 6F AOSHION BSUNTAL FONGRONS T
! . menm&svummmwmmmwum

s Supplements interrogation as needed to ensure a complete record

« Drives or travels o various locations In the performance of duties

administrative review in accordance with the Wlinois Administrative Procedure Act
= Prepares statistical and substantive reports on workflow and case status

: regarding services available and the proper compledion of forms

O o Bl T Saeknerte  WE el e B e v Yk,
and conducts legal research info more complex issues

Bl e Ce A Lo kil i Teaniaig s reeehg s
and procedures periaining to the Administrative Hearings Unit

5% 8 Pﬂimdhw:hﬁaanmq.l&udmmodwﬂchamlwmm“nd
! wa

;'_"‘r'_ mmnm AND mhn IMMEDIATE SUPERVISON. (Responsible for assigning and raviewsng work, mmum |
i digning parformance svakistions ll‘hmlmwmmndiwu qummm mhﬂh :
L ..... mmm ........ oinE e e i Mw-z;.w,,;;_j
senhrruhkknmmwmmrmmumwm . Chlememmme I.Iw ma;e
Im e e e e

D Supervisor E} Lead Worker

NO‘I'E Supervisory or lead worker responsibilities must be described in a detailed duty statement(s] withatime
| percentage(s)aliotted. If a box was checked above, list position title, position number, and numberof subordinate
incumbents or autharized funded headcount.

P A R T R P e AP AT AR B F B A BLFA AL AR BTSRRI P T

B el P S 0 M b A D R T T M A T A R L R e L e A e *Mﬁm" i m ﬁ M AT O M R A N N R R TR R TR S
HEMDHHIEM ROTE: SINCE THERE ARE NOW SEVERAL OFTIONS OF SKILISAND nmmm ﬂl
:ﬁmmmﬁ DENTIRED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION" CAN NO LONGER BE USED, o

1. Redquires graduation from a recognized law school
2 Rmupumhndnﬂdlbamhpmcmmhllhﬁs
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ILLINOIS DEPARTMENT OF CMS5-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

AR A e

49, SPECIALIZED ¥ GES, SKILLS, ABRLITIES, LICENSURE OR CERTIRCATION NECESSARY, FOR THE SUCTESSPAUL PERFORMANCE OF

'_mwanxosmsw«mmmmmmmmmmwmwmo ABLMES AND LCENSURE OR 1

| CERTIFICAION (OENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION" CAN NO LONGER BE USED,

. Preferred

: 1. 2 years of experience applying thorough knowledge of common law and of state and federal laws,

particutarly relating to administrative and regulatory functions

2 years of experience applylng extensive knowledge of judicial and quasi-judicial procedure and of the

rules of evidence, hearings, and trial procedures

2 years of experiance applying extensive knowledge in the field of law with which primarity concerned

2 years of axperience applying the ability to plan, lay out, and review work relating to complicated legal

problems

2 years of experience utilizing | skiils

2 years of experience utilizing skill and abllity in analyzing, appralsing, and organizing facts, evidence,

and precedents concemed in difficutt and complex cases and In presenting such material in clear and

logical form for oral or written presentation, as briefs, orders, reports, or decisions

2 years of experience applying the ability to exercise sound judgment in appraising and evaluating

problems of a procedural nature

8. 2years of experience in a professional setting demonstrating the abfiity to mainiain satisfactory working
relationships with superiors, other aftorneys, employees, and the general public

om aw N

~

Y “Requires the abiluty o pass a background check
iid drhg_er’s Ilcense and abillly to travel

il resporsihiiting of the dosition. : : o iy

The lllinois Department of Children and Famlly Sanrlces ts seaklng an organizad professional and ‘Tesuits orlented

individual to serve as Administrative Law Judge. Under administrative direction, this position will monitor the adjudication of |

complaints issued under the llinois Department of Children and Family Services from the date of issuance until complation

of an order recommending final disposition thereof to the Director. The posltion will compose formal written

recommendations for the Directors action and will review tapes and transcripts, documentary evidence, and post hearing

briefs in order to prepare recommendations for the Director. The position will prepare recommended orders and decisions

and set forth specific findings of fact, conclusions of law, and analysis of the relevant statutes, regulations, and court

- decisions. This position will gulde the appeal through pre-hearng phases and will preside at formal administrative hearings |
convened throughout the state. The position will utilize Spanish speaking skills in the performence of duties. This position

. ¥ a wonder{ul opportunity for anycns who would like to use thelr skills as an attomey to ensure appropriate actlons are -

. taken through the administirative hearings process. DCFS offers a competitive compensation plan, excellent banefits, and 8

. pension program. The ideal candidate for this position will have excellent legal, analytical, and organizationa' skills. We
invite all qualified applicants to apply to join our innovative team to help make a difference In the lives of chi'dren and
fmllles.

i DCFS is deeply cornmittod 1o the welfare and protection of children. Our goalj is to prolacl chlldran by strengthening and
supporting famllies. Inevery effort, from recelving hotline ca'is to reaching famity reunification or foster care and adoption,
: hildren and families are our focus.

/fﬂ-ﬂ‘an;?.ﬁddcw 'ff Sabhan. W, fﬂa& 108 /0020 By Dowg Matihiy
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