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CMS Illinois Department of 
CENTRAL MANAGEMENT SERVICES 

POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) Bilingual PosiUon Title 2. POSITION NUMBER 
Code OotionCode 

Existing Position 

New/Revised Position 

Office Associate 29 SS2 30015-45-10-210-21-02 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6 WORK 7 AA 8.AUDIT 9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

Lotterv Finance/Budqet & Accounts Payable 0 016 y R 
10. SECTION 11. UNIT 12. TRANSACTION CODE 13. EFFECTIVE DATE 

Existing Position 
09/01/16 

New/Revised Position 

Check Writing & Claims Des Plaines/Claims 2 181 MA021 ESTABLISH 
14. WORK LOCATION 15. BARGAINING/TERM CODE 0 MC022 EXEMPT CODE CHANGE 

Rutan 0 MC024 POSITION NUMBER CHANGE 
Exempt 0 MC026 CLARIFY 

Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE 
0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOLISH I 

New/Revised Position 

JJ 
0 MC149 DOWNWARD REALLOCATION 

Cook 
0 MC150 LATERAL REALLOCATION 

RC-014 0 MC158 UPWARD REALLOCATION 

% 0FTIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS 
Under direction, performs a variety of complex clerical duties for the Claims Section; edits, processes and 
pays on-line and instant claims; reviews, verifies and balances weekly prize and check writing reports; 
compiles and prepares balancing sheets, logs, statistical records and charts for Lottery players' check writing 
system; explains and interprets rules, regulations, and procedures to Lottery players and the general public; 
interprets and explains Federal and State tax withholding rules; assists in compiling data and preparing 
weekly and monthly reports. Performs complex clerical duties, including keyboarding from rough draft or oral 
instructions, letters, memos and informational reports; answers incoming telephone calls; maintains records 
and logs of collection activities; prepares and logs registered and certified mail; maintains confidential 
subject, general and follow-up files. Writes and speaks Spanish. 

30% 1. Accurately and completely prepares, verifies and edits instant and on-line claims, making any necessary 
corrections on computer system. Prepares appropriate notification to claimant; prepares logs, control 
records and statistical reports of claims processed; resolves errors for reprocessing of claims and 
reviews unresolved errors. Independently maintains ledgers, statistical reports and other control records 
for the Lottery players' check writing system. Balances daily production reports to ensure accuracy, 
completeness and to eliminate possibility of loss of system records. Receives prize claims, validates 
winning tickets and pays prizes up to $25,000 in the claims center. 

25% 2. Explains and interprets rules, regulations and procedures to winners, non-winners and the general public, 
speaking in Spanish as needed. Manually prepares and adjusts totals on 5754 tax form for multi 
winners, preprocessing claims after validation for payment vouchers. Interprets and explains Federal 
and State tax withholding rules. 

15% 3. Answers incoming telephone calls from the public, banks, Lottery winners and players, officials, Lottery 
sales agents and others regarding Lottery tickets, validations and check writing activities, or directs them 
to other professional staff if of a complex nature. 

10% 4. Performs a variety of complex clerical duties including composing and/or editing a variety of responsive 
or procedural letters and memos for the general public, government officials, Lottery sales agents and 
others on matters pertaining to prize winners. Composes and/or edits correspondence answering routine 
inqui~ ~cecE<f1'Jl<iirtrjetters ~e/?1~~nR iWf>~r T as needed. Prepares and fi les reports as 
reqUEt§\:~ O~f5lf_~ipe!Ry < 
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16. (CONTINUED) 
%0FTIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS cont.... 

10% 5. Maintains logs and records of daily activities, validated winners, check-writing reports, etc. Assists in 
compiling, writing and editing activity, productivity, informational and statistical reports; prepares final 
reports for Supervisor's review and approval prior to forwarding to Finance staff. Prepares and logs all 
registered and certified mail, assigns control numbers; prepares return receipt cards and maintains logs 
of postage stamp usage. 

05% 6. Establishes and securely maintains confidential, general, subject, alphabetical and follow-up files; 
classifies and maintains reference and narrative files pertaining to prize winners. 

05% 7. Performs other duties as required or assigned which are reasonably within the scope of the duties 
enumerated above. 

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for 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.) 

Office Administrator IV 29994-45-1 0-21 0-20-01 
I WORKING TITLE (IF ANY) 
I Des Plaines Claims Supervisor 

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

0 SUPERVISOR OR 0 LEAD WORKER 

NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a time percentage(s) allotted. 

If a box was checked above, list position title, position number, and number of subordinate incumbents or authorized funded headcount: 

Position Title Position Number No. of Incumbent 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. 
Requires knowledge, skill and mental development equivalent to completion of high school and two years of office 
experience. Requires extensive knowledge of office practices, procedures and programs; Requires extensive knowledge of 
composition, grammar, spelling and punctuation. Requires working knowledge of basic mathematics. Requires elementary 
knowledge of agency programs, rules and regulations. Requires ability to follow oral or written instructions; Requires ability to 
operate commonly used manual and automated office equipment and perform routine maintenance. Requires the ability in 
keyboarding accurately at 45 WPM. Requires ability to write and speak Spanish at a colloquial level. 
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