
Illinois Lie1ç,’ of

JB Pritzker DCFS Marc U Smith
Governor Children & Family Services Director

April 1,2023
The Honorable J.B. Pritzker,
Governor, State of Illinois
207 State Capitol
Springfield, Illinois 62706

Dear Governor Pritzker:

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

Please find the enclosed report of bilingual employees currently employed by the Department of Children
and Family Services. Establishing positions with multilingual options and incorporating multilingual skills
into existing positions allows our agency to provide better services more effectively to our clients and to the
general public. On June 30, 2007, the Department had 154 bilingual frontline staff. PL 95-707 established an
expectation for 40 additional bilingual frontline staff for a total of 194. This was to be incrementally
achieved. The listing below demonstrates steady progress until the Pandemic occurred. In conjunction with
significant staffing issues across the Department, it also affected our ability to comply with PL 95-707.
The figures below are for frontline bilingual DCFS staff on March 31st of each year.

Year 2016 2017 2018 2019 2020 2021 2022 2023
BilingualFrontlinestaff 153 178 156 171 167 157 142 141

We continue to recruit at colleges and universities that are designated as Hispanic Serving Institutions by the
United States Department of Education. We are working with Loyola University to enter into agreements to
develop a ‘pipeline’ of BSW and MSW students into DCFS employment. We also are working to provide an
avenue for current bilingual staff to gain an MSW. Loyola University reportedly has the only bilingual
MSW program in Illinois. We have increased the number of Human Resource Representatives and are now
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 xve provide services in Spanish to
Spanish Speaking clients and families, We also comply with the Presidential Executive Order 13166 which
requires agencies receiving federal funds to provide access to language services for all languages used by
agency clients.

Should you have any questions or need additional information, please contact Lourdes N’t. Rodriguez,
Statewide Burgos Consent Decree/Inter Ethnic Placement Act/ Language Access Coordinator, Office of
Strategy and Performance Execution at (312) 808/-5264.

Marc D. Smith,

Director
Children and Family Service

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS



illinois Dc pci rtm&mt of

JB Pritzker DCFS Marc D. Smith
Governor Children & Family Services Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

INCUMBENT
POSITION TITLE POSITION ID LANGUAGE

AMEZCUA,FLORA CHILD PROTECTION ADVANCED SPECIALIST 0716116823006199 Spanish

ARROYO,LETICIA CHILD PROTECTION ADVANCED SPECIALIST 0716116897003199 Spanish

GUTIERREZ,JOSUE CHILD PROTECTION ADVANCED SPECIALIST 0716116885101199 Spanish

HERNANDEZ,ROBERTO CHILD PROTECTION ADVANCED SPECIALIST 0716116826004199 Spanish

MALDONADO,JUAN CHILD PROTECTION ADVANCED SPECIALIST 0716116894005199 Spanish

MARES,ESTRELLITA CHILD PROTECTION ADVANCED SPECIALIST 07161168860D3199 Spanish

MELAGRANI,MARIA CHILD PROTECTION ADVANCED SPECIALIST 0716116897004199 Spanish

NEGRON,IMARA CHILD PROTECTION ADVANCED SPECIALIST 0716116823008199 Spanish

PANTOJA,ERIK CHILD PROTECTION ADVANCED SPECIALIST 0716116886005199 Spanish

RAMOS,CLAUDIA CHILD PROTECTION ADVANCED SPECIALIST 0716116823007199 Spanish

SANTIAGO,ARELI CHILD PROTECTION ADVANCED SPECIALIST 0716116823001199 Spanish

VALIENTE VASQUEZ,SERGIO CHILD PROTECTION ADVANCED SPECIALIST 0716116826004199 Spanish

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue Chicago, Illinois 60616-13 10
312-808-5000

www2.illinois.gov/DCFS
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JB Pritzker
Governor

Illinois Deportment of

DCFS
Children & Family Services

Marc D. Smith
Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

SAFETY SAFETY
FIRST ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS

EMPLOYEE
INCUMBENT

POSITION TITLE POSITION ID LANGUAGE

ARROYO,ORLANDO CHILD PROTECTION SPECIALIST 0716316223007199 Spanish

BIRRIEL,VVE1TE CHILD PROTECTION SPECIALIST 0716316912004199 Spanish

BOHORQUEZ,CARLOS CHILD PROTECTION SPECIALIST 0716316843001199 Spanish

CORCOLES,COTY CHILD PROTECTION SPECIALIST 0716316899002199 Spanish

CORDOVA,ESTHER CHILD PROTECTION SPECIALIST 0716316913003199 Spanish

FELICIANO,NOEMI CHILD PROTECTION SPECIALIST 0716316894000799 Spanish

FLORES,ELIZABETH CHILD PROTECTION SPECIALIST 0716315918001199 Spanish

FURIO.JESSICA CHILD PROTECTION SPECIALIST 0716316826002199 Spanish

GOMEZ,VERONICA CHILD PROTECTION SPECIALIST 0716316894000799 Spanish

IBARRA,MARVIN CHILD PROTECTION SPECIALIST 0716316886006199 Spanish

KLIMUNDA-OZOGUL,VANESA CHILD PROTECTION SPECIALIST 0716316826007199 Spanish

LIZALDE,ELIZABETH CHILD PROTECTION SPECIALIST 0716316824008199 Spanish

LOPEZ,MARIBEL CHILD PROTECTION SPECIALIST 0716316912007199 Spanish

LOPEZ,MARTIN CHILD PROTECTION SPECIALIST 0716316832004199 Spanish

MARTINEZ-VARGAS,GLENI CHILD PROTECTION SPECIALIST 0716316894000799 Spanish

MARTOS-QUICK,ROSARIO CHILD PROTECTION SPECIALIST 0716316824008199 Spanish

MCCRAVEN,DOMINIQUE CHILD PROTECTION SPECIALIST 0716316916000798 Spanish

PANTOJA,DENIS CHILD PROTECTION SPECIALIST 0716316823002199 Spanish

REYES,TERESA CHILD PROTECTION SPECIALIST 0716316894000799 Spanish

RODRIGUEZ,NANCV CHILD PROTECTION SPECIALIST 0716316913006199 Spanish

RUANO,DAVID CHILD PROTECTION SPECIALIST 0716316885002199 Spanish

SALAS,SOFIA CHILD PROTECTION SPECIALIST 0716316886005199 Spanish

SOLIS,GRISEL CHILD PROTECTION SPECIALIST 0716316826004199 Spanish

TORRES,CYNTHIA CHILD PROTECTION SPECIALIST 071631682S007199 Spanish

VALDEZ,ALEJANDRO CHILD PROTECTION SPECIALIST 0716316828001199 Spanish

VEGA,EMMIE CHILD PROTECTION SPECIALIST 0716316897003199 Spanish
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Illinois Depcrtment of

JB Pritzker DCFS Marc D. Smith
Governor Children & Family Services Director

Illinois Department of Children and Family Services Employees Receiving Bilingnal Pay
March 31, 2023

EMPLOYEE POSITION POSITION ID LANGUAGE

GRAVES,ARELY CHILD WELFARE ADMIN CASE REVIEWER 0719016087001599 Spanish

HERMOSILLO-FRIES,ROSA CHILD WELFARE ADMIN CASE REVIEWER 0719016087006199 Spanish

MAZON,YADIRA CHILD WELFARE ADMIN CASE REVIEWER 0719016087005199 Spanish

MICHAL,ANABEL CHILD WELFARE ADMIN CASE REVIEWER 0719016087001199 Spanish

________________________________

SAFETY sAFETY

_________________________________

FIRST ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS
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JB Pritzker
Governor

Illinois Depot imen of

DCFS

Children & Family Services
Marc D. Smith

Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

BUEHLER,LUISA

HERNANDEZ,DARCIE

H U IZAR,YVON NE

MONTES DE OCA,ESMARELDA

PADIL LA E LE N A

RODRIGUEZ,NANCV

RUBIO,MARISOL

SANCHEZ,EMELV

SA NCH E 2,VAN IRA

TOLEDO, GUADALUPE

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCED SPECIALIST

CHILD WELFARE ADVANCES SPECIALSIT

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-13 10
312-808-5000

www2.illinois.gov/DCFS

EMPLDYEE
INCUMBENT

POSITION TITLE POSITION ID LANGUAGE

0721516137201199

0721516137202199

0721516181001199

0721516478102199

0721516488402199

0721516153140599

0721516241401099

0721516592113199

0721516137206199

0721516592112199

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish
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Illinois Deportment of

JB Pritzker DCFS Marc D. Smith
Governor Children & Family Services Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

EMPLOYEE POSITION POSITION ID LANGUAGE

ARTEAGA,KARINA CHILD WELFARE SENIOR SPECIALIST 0721716608204198 Spanish

GARCIA-MORA,SULMA CHILD WELFARE SENIOR SPECIALIST 0721716508202Th Spanish

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS
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Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

SAFETY SAFETY
FIRST ALWAYS

1911 South Indiana Avenue Chicago, Illinois 60616-13 10
312-808-5000

www2.illinois.gov/DCFS

EMPLOYEE
INCUMBENT

POSITION TITLE POSITION ID LANGUAGE

AGUIRRE-LIEVANO,SANDRA CHILD WELFARE SPECIALIST 0721816153132199 Spanish

BARRAZA,BENNY CHILD WELFARE SPECIALIST 0721816137201198 Spanish

BURCIAGA,BRENDA CHILD WELFARE SPECIALIST 0721816488401199 Spanish

CALDERON,IVONNE CHILD WELFARE SPECIALIST 0721816335003199 Spanish

CORONA,ELISA CHILD WELFARE SPECIALIST 0721816591204199 Spanish

DIAZPATRICIA CHILD WELFARE SPECIALIST 0721816792105199 Spanish

GALLEGOS,MARIA CHILD WELFARE SPECIALIST 0721816312002199 Spanish

GONZALEZ,EMMA CHILD WELFARE SPECIALIST 0721816153140699 Spanish

GONZALEZ,ERICK CHILD WELFARE SPECIALIST 0721816488404199 Spanish

HAYWOOD,JUANA CHILD WELFARE SPECIALIST 0721816591205199 Spanish

HERRERA,JOSE CHILD WELFARE SPECIALIST 0721816181001199 Spanish

HURTADO,ROCIO CHILD WELFARE SPECIALIST 0721816181006199 Spanish

JIMENEZ,SERGIO CHILD WELFARE SPECIALIST 0721816181006199 Spanish

KLINE,CAROL CHILD WELFARE SPECIALIST 0721816137204199 Spanish

LOPEZ,CESAREO CHILD WELFARE SPECIALIST 0721816181001199 Spanish

MCMANAMAN,HELENN CHILD WELFARE SPECIALIST 0721816334004198 Spanish

MELENDEZ,CLAUDIA CHILD WELFARE SPECIALIST 0721816792104199 Spanish

MORENO,ALEJANDRA CHILD WELFARE SPECIALIST 0721816488402199 Spanish

OLIVAS,SUSANA CHILD WELFARE SPECIALIST 0721816137104199 Spanish

PEREZ-AL MUHTASEBADA CHILD WELFARE SPECIALIST 0721816592113199 Spanish

PINTO,SI.JSAN CHILD WELFARE SPECIALIST 0721816478106199 Spanish

RAMIREZ,MARILENA CHILD WELFARE SPECIALIST 0721816334101199 Spanish

RAMOS,JHOMARIE CHILD WELFARE SPECIALIST 0721816181001199 Spanish

REYES,ISADORA CHILD WELFARE SPECIALIST 0721816792202199 Spanish

RODRIGUEZ,EULALIA CHILD WELFARE SPECIALIST 0721816792103199 Spanish

SOSA,MONICA CHILD WELFARE SPECIALIST 0721816181001199 Spanish

SUTOR,ANGELINA CHILD WELFARE SPECIALIST 0721816334001199 Spanish

VELASCO,MAYRA CHILD WELFARE SPECIALIST 0721816181006197 spanish
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JB Pritzker
Governor

Illinois De par tr en of

DCFS
Children & Family Services

Marc D. Smith
Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

SAFETY SAFETY
FIRST ALWAYS

venue• Chicago, Illinois 60616-13 10
312-808-5000

www2.illinois.gov/DCFS

EMPLOYEE
INCUMBENT

POSITION TITLE POSITION ID

JUAREZ,SYDNIE CHILD WELFARE NURSE SPECIALIST 0719716156000799 Spanish

VELAZQUEZ,ELIZA6ETH CHILD WELFARE NURSE SPECIALIST 0719716156000699 Spanish

LANGUAGE

1911 South Indiana A
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Governor
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Marc D. Smith
Director
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March 31, 2023

DAY CARE LICENSING

DAY CARE LICENSING

DAY CARE LICENSING

DAY CARE LICENSING

DAY CARE LICENSING

DAY CARE LICENSING

DAY CARE LICENSING

SAFETY SAFETY
FIRST \_)‘ ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS

EMPLOYEE POSITION

ALMA RAZ,DEN ISE

ANAYA,MONICA

CO RR E A, LA URA

RICO,KAREN

RODRIG UEZ,ISABEL

VI LLAGOM E Z, LIZB Em

ZAKHEM,MARIBEL

POSITION ID LANGUAGE

REPRESENTATIVE II

REPRESENTATIVE II

REPRESENTATIVE II

REPRESENTATIVE II

REPRESENTATIVE II

REPRESENTATIVE II

REPRESENTATIVE II

1147216134203198

1147216134101199

1147216134203 199

1147216134204199

1147216134104199

1147216134105199

1147216134103199

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish
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Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

INCUMBENT
POSITION TITLE POSITION ID LANGUAGE

RAMOS,MERCEDES EXECUTIVE SECRETARY III 1403316080000129 Spanish

________________________________

SAFETY SAFETY

_________________________________

FIRST ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS
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EMPLOYEE
INCUMBENT

POSITION TITLE POSITION ID

BONILLASUSY HUMAN RESOURCES REPRESENTATIVE 1969216072202099 Spanish

PINEDA,PEDRO HUMAN RESOURCES REPRESENTATIVE 1969216072202099 Spanish

ORTEGA,IVIA HUMAN RESOURCES SPECIALIST 1969316072202099 Spanish

LANGUAGE



ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

HUMAN RESOURCES REPRESENTATIVE POSITION CODE: 19692
Effective: 11/16/96

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 assist and act as confidential
assistants to labor relations managers or, through their participation in human resource programs,
have authorized access to information concerning labor relations policy reviews and
implementation.

ILLUSTRATIVE EXAMPLES OF WORK:

1. In an institution or comparable office, serves as the unitary human resources generalist
providing all human resources services; works with institution officials and agency
management in the 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.

2. Obtains information as to the functioning of a work area including impinging and governing
statutes, rules, policies! and methods; applies accepted criteria to analysis and processing of
information that results in such decisions as the classifying of a position, employee/labor
relations dispute resolution, candidate selection and examining, or monitoring of transactions
for comporting with rules and contracts; verifies information to be used in human resources
administration activities; contacts suppliers of information by telephone, written communiqué,
or on-site visit for observationlinterview; evaluates, interprets, and analyzes information
obtained; makes corrections, accepts or rejects information in accordance with findings;
exercises agency head’s designated signature authority to document decisions.

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

4. 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 contracts; prepares related
reports and records.

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

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

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

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

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

DESIRABLE REQUIREMENTS:

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

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

Knowledges, Skills and Abilities
Requires working knowledge of Illinois state government.
Requires working knowledge of the Personnel Code, Rules, Position Classification Plan, Pay

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

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

of proficiency, facts and figures.
Requires ability to articulate human resources administration 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 formula in production of measures reflecting characteristkcs of

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

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

may be required to speak and write a foreign language at a colloquial skill level in carrying out
position duties in conjunction with non-English speaking individuals, and/or be able to
communicate effectively in sign language.
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Under general direction, serves as Cook County and Northern Region Staff Recruller for the Department ofChildren and Family Swv.ces; exercising a high level of independence, plans, organizes, develops, andexecutes the overall recruitment program for the Cook County arid Northern Region of the slate; establisheslong range goals and objectives; independently represents the Department at various recruitment functions.jab fairs, career days, college and university workshops, and Department of Employment Security workshopsto promote employment with the Department counsels candidates, advising then of career paths and
opportunities suitable for their experience and education history; establishes and maintains effective
professionat networks and public relations with both public and private organizations, officials. and other stateagencies regarding recruitment efforts; provides Individual consultation to candidates seeking jobopportunities with DCFS; confers with Personnel Managers regarding possible quaUfled candidates, providingeducation and background information; translates and interprets, both orafly and in writing, for Spanishspeaking clients.

25% 1. Serves as Cook County and Northern Region Staff Recruiter, exercising a high level of
Independence, plans, organizes, develops, and executes the overali recruitment program for the
Cook County and Northern Regions of the state; estabshes long range goals and objectives;
independently represents the Department at various recruitment functions, job fairs, career days,
college and university workshops, antDepartment of Employment Security workshops to promote
employment with the Department; explains applicable rules, policies, and methods to students and
job seekers; provides professionel human resources assistance to management staff in the
recruitment of an adequate applicant pool; counsels canthdates, advising them of career paths arid
opportunities suitable for their experience and education history; maintains a database of potential
candidates for DCFS vacancies; researches, develops, end distributes informational materls
regarding recruitment; drives or travels to various locations throughout the state In the performanceof dufles.

20% 2. EstablIshes and mahtains effective professional networks and public relations with both public and
private organizations, oflicia, and other state agencies regarding recruitment efforts to effectuatethe successful recruitment of qualified lndMduals for vacancies within DCFS; develops, plans,
organizes, and prepares marketing strategies for hiring qualifted Individuals, induding recruitmentthrough social media platforms such as Twitter and Linkedin to advertise vacancies, find qualified
Individuals, and communicate with potential retrains; conducts formal presentations at colleges anduniversities, public end private org.anfljona, and other appropriate venues to enhance DCFS
visibirAy as a po%eREeE4V tu
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16. ICONTINUED)
%OF TIME

20% 3. Provides individual consultation to candidates seeking job opportunities with OCES; explains the
grading and apphcation process, as well as the process of filling vacancies; discusses lob
opp orlunIt aa

10% 4. Confers wilh Personnel Managers regarding possibe qualified candidates, providing education and
background Information; maintains an awareness of approved arid upcoming vacancies and matches
possible candidates to vacancies from the database; provides advice and makes recommendations to
management regarding human resources administrative activities linked to recruitment; works with
Personnel Managers and Transactions staff regarding eligible candidates.

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

10% 6. Prepares reports and correspondence related to Interviewing and recruitment activities and issues;
maintains and monitors the recrultmentleinployment maThDX and provides guidance and information
related to the DCFS hiring process, ernploymenl opportunities at DCFSI ott.; prepares and retains
necessaiy documentation concerning the selection and employment process.

5% 7. Performs other duties as required or assigned which are reasonably within the scope of the duties
enumerated above.

17. POSITiON lUtE AND NUMSER OF IMMEDIATE SUPERVISOR (Responelble br assigning and tevtewing vdc, prepattng. COKIdUGIg and sqnrngperformance evalualians; effectively remnIen&ng and rposing dlsdØinaiyaclicn and ausIing grievances for hit ncurnbent of thIs position.)

WORKING TITLE (IF ANtI
Public Service Administrator 3701 5-16-07-700-00-01 Employment Selection & Leaves

Adrnlriistrato.18. CHECK TPE APPROPkIA1’E Box IF THIS POSITION IS k

C SUPERViSOR OR Q LEAD WORKER

NOTE: Supervisory or lead workar responatllties mi be de.erlb.d In a detailed duty statemens) With a tbne percentage(s) allotted.

IFs box v.ss dledced above, list posluon title, posItion numbet, arid numb ci subordinate inotribeats or authorized funded iesdunl:

Position Title Position Number No.01 Inetilterit or F.svJeA Vacancies

19. SPEcIAWED KNOWLEDGES. SKILLS, ABIUTIES. LICENSURE OR CERTIFICATiON NECESSARY FOR THE SUCCESSFUL PERFORMANCEOF THE WORK OF THIS POSITION. NOTE: SINCE ThERE ARE NOW SEYERAi. OPTiONS OF SkiLls AND ABILITiES AND UCENSURE ORCERTIFICATION IDEN11FIED ON STANDARDS ThE PHRASE “SAME AS SPECIPICA1ION” CAN NO LONGER BE USED.

—

Requires knowledge, skill, and mental development eqUivalent to completion of four years of college and two years of
professional human resources experience; requires possession of a valid drivers license and ability to travel, Including
evening and weekend travel; requires physical ebitity lo lift, transport, end carry recruitment materials; requires ability tospeak and write Spanish at a colloquial skill level.
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

HUMAN RIGHTS INVESTIGATOR III
POSITION CODE: 19776

Effective: 9-1-15

DISTINGUISHING FEATURES OF WORK:

Under general direction, performs duties as a working supervisor of a unit for intake
activities; or performs duties 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 workers; responsible for job assignments, training of new employees, and
performance evaluation of subordinate personnel; maintains a case load of intake
complaints and assists with investigations as time permits.

2. Assists lower level investigators with difficult investigations or the resolution 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 specialist, investigates cases of advanced complexity and br
sensitivity; carries a case load of employment, housing, credit and public
accommodations discrimination or sexual harassment in education charges of
varying difficulty; maintains a caseload of a mixture of charges; performs
investigations of cases according to accepted methods and develops or revises
techniques and methods of investigations for problems not previously
encountered; acts as a leader or trainer of coworkers in developing proficiency in
new or revised techniques or methods; may act as liaison to local governmental
jurisdictions with human rights discrimination ordinances to facilitate and
coordinate dual enforcement.

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

5. Performs analysis of cases and makes recommended decisions based upon the
disposition of cases; prepares reports on cases for administrative review.
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HUMAN RIGHTS INVESTIGATOR III (continued)

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

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

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

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

DESIRABLE REQUIREMENTS:

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

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

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

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

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

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

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

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

law.
Requires ability to develop and maintain cooperative relationships with

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

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

translate, speak and write a language other than English at a colloquial skill level to
perform the duties of the position. Some positions may require candidates to possess
specific effective communication skills such as, but not limited to, Braille, sign
language or another form of manual communication.
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EMPLOYEE
INCUMBENT

POSITION TITLE POSITION ID LANGUAGE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE ASSOCIATE

OFFICE COORDINATOR

OFFICE SPECIALIST

3001516592101129

3001516658102129

3001516823003129

3001516651003129

30015 16335002129

3001516658205192

3001516658205129

3001516912004129

3001516137204129

3002516894000129

3008016592113129

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue. Chicago, Illinois 60616-1310
312-808-5000

www2.illinois.gov/DCFS
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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 paraprofessional or technical
functions requiring substantial originality, responsibility 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 situations or problems based on general guidelines or
previous decisions where interpretation and judgment is inherent in work performed; may
serve as a designated lead worker of office support staff involved in complex, specialized
clerical and paraprofessional/technical work or a large group of office support staff involved
in difficult and responsible clerical work.

ILLUSTRATIVE EXAMPLES OF WORK:

1. As a paraprofessional, 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 liaison between vendors, direct service providers, clients or the
general public in resolving discrepancies! responding to inquiries and explaining
procedures, rules and/or services of the program; gathers information and prepares
documents or reports on program activity, compliance, etc.; receives and evaluates
documents, licenses, permits or contractual agreements to determine acceptability or
conformance to eligibility requirements according to rules and regulations, statutes,
program policy and procedures; may certify documents signed by others with public
notary seal; prepares letters, audits, etc,to obtain additional information or initiate
noncompliance activities; develops evaluating and monitoring procedures for program
area.

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

3. Serves as a designated lead worker of lower level support staff engaged in complex,
specialized clerical and paraprofessional/technical work; exercises limited supervisory
responsibility; provides training, develops training manuals and provides on -going
consultation and guidance on office practices and procedures; keeps support staff up-to
date on policy and procedure changes; screens incoming work and sets priorities in order to
maintain a smooth flow of work assignments; monitors projeds for completion by due date;
maintains and prepares reports on unit work activities; monitors work performance and
advises the supervisor concerning performance of assigned staff.
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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 languages; reviews data job in order to design spreadsheets,
database and/or word processing systems/applications to generate documents and reports;
develops complex macros and writes standard query language commands for spreadsheet
or database manipulation; tests applications for accuracy and reliability; performs back-up
procedures to ensure data is maintained in database; confers with and receives 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:

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

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

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

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

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

POSITION TITLE POSITION ID LANGUAGE

COLONLOURDES PUBLIC SERVICE ADMIN. - OPT 6, HMNSERV 3701516112001099 Spanish

MELLEMASUSAN PUBLIC SERVICE ADMIN. - OPT 6, HMNSERV 3701516152480099 spanish

PEREZ,CECILIO PUBLIC SERVICE ADMIN. - OPT 6, HMN.SERV 3701516181006099 Spanish

LOPEZ,DEBORAH PUBLIC SERVICE ADMIN-OPT 1 ‘SEN ADMIN 3701516282000099 Spanish

LOPEZJOSE PUBLIC SERVICE ADMIN-OPT 1 GEN ADMIN 3701516052000099 Spanish

CAMARILLO,JEANETTE PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RC) 3701516478102099 Spanish

CARRION,LUIS PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RC) 3701516221001099 Spanish

LEONARDO,MARCO PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RC) 3701515885003099 Spanish

MARTINEZEVELYN PUBLIC SERVICE ADMIN-OPT 5 HUMAN (RC) 3701516826004099 Spanish

NAVARRO,GLORIA PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RC) 3701516152332099 Spanish

ORTIZZULEMA PUBLIC SERVICE ADMIN-OPT 5 HUMAN (RC) 3701516894003099 Spanish

RAMIREZ,BEATRIZ PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RC) 3701516676003099 Spanish

REVES,THERESA PUBLIC SERVICE ADMIN-OPT 5 HUMAN (RU) 3701516825001099 Spanish

ROMERO,LILIANA PUBLIC SERVICE ADMIN-OPT 6 HUMAN (RU) 3701516152481099 Spanish

_____________________________

SAFETY SAFETY

_____________________________

FIRSt ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-1310
312-808-5000

www2illinois.gov/DCFS
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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 allocated to this class serve as policy
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 organization’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 affectthe agency’s policies or its fundamental
methods. Whether serving in a staff or line capacity, the Public Service
Administrator’s position responsibilities are inseparable from the interests of the
em ployer.

Common to all positions in this class is the management nature of work. Public
Service Administrator positions are frequently full line 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 discipline employees, or to adjust grievances. Other
Public Service Administrator positions may act in a confidential labor relations
capacity by assisting or serving as an agency’s labor relations manager, or by
having authorized access to information concerning the review or implementation of
the employer’s collective bargaining policies. Others are administrators or assist
higher level managers. It is not the presence or absence of full line supervisory
authority but rather the inherent decisions and commitments that distinguishes the
job as management.

The Public Service Administrator class encompasses those jobs where the scope of
the operation and associated 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.
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PUBLIC SERVICE ADMINISTRATOR (Continued)

ILLUSTRATIVE EXAMPLES OF WORK:

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

2. As a line or staff assistant to a higher level manager, 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 federal government; with
delegated authority speaks for the higher level manager to commit
operational programs to specific courses of action; plans, directs, and
conducts extensive and complex research or administrative studies of specific
phases of division operations; drafts proposed bills, amendments, resolutions,
procedures, rules, and regulations; makes or coordinates difficult and
involved field investigations of law violations and claims.

3. Implements and evaluates policies and procedures affecting casework and
investigative decisions; establishes local operating policies, practices and
procedures; identifies and evaluates the utilization of available community
resources; works with regional managers of supportive service programs to
integrate services within assigned geographic area through contacts with
officials at all levels of government, private and volunteer agencies; establishes
and maintains effective public relations forthe department, advisory 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.
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PUBLIC SERVICE ADMINISTRATOR (Continued)

4. Supervises subordinate correctional facility officers; assigns them to posts of
duty; makes rounds and assures that subordinates are on duty and properly
attentive 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 revises staff
assignments to assure adequate staff coverage according to patient load or
employee absenteeism; reviews and approves requests for time off from work;
monitors and evaluates the performance of assigned staff; prepares periodic
individual performance ratings; provides constructive criticism and
demonstrates proper care techniques.

6. Performs complex accounting and auditing work involving supervision of
professional and subprofessional staff engaged in maintaining a complex,
accounting subsystem involving general departmental funds or grants;
prepares or supervises the preparation of 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 analysts and/or programmer analysts
engaged in performing a full range of systems analysis functions ranging from
design and development to maintenance and enhancements of systems; plans
work schedules and sequences of operations to assure an even flow and
distribution of work, the expeditious handling of priority cases and the meeting
of schedules and deadlines; evaluates need and makes recommendations
concerning the maintenance or replacement of equipment and the
maintenance and safety of the operations area.

8. Plans, assigns, supervises and reviews the activities of staff engaged in the
review, analysis, and auditing of various entities; makes pre-audit evaluations
to establish scope and procedures to be employed; ascertains nature of
systems to 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.
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PUBLIC SERVICE ADMINISTRATOR (Continued)

9. Directs a local office operation in a major metropolitan area of the State;
through intermediate supervisors ensures the provision of services to a large
and diverse client population with diverse socio-economic backgrounds;
develops and directs the implementation of intra-office operating procedures to
facilitate 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 to 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 off ice goals and standards; identifies
problem areas and initiates corrective action when appropriate.

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

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

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

13. As afield office supervisor or advanced generalist, reviews all disciplinary
actions proposed by agency management for appropriateness and compliance
with Rules and other affecting regulations; solicits legal opinions as 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, rules and
regulations in accord with contracts and/or pertinent statute; reviews all labor
legislation and impacting secondary and tertiary employee and/or labor
legislation; evaluates content of legislation and prepares position statements.

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

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

DESIRABLE REQUIREMENTS:

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

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

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

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

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

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

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

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

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

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

space, equipment, supplies and services.
Requires ability to develop and maintain cooperative working relationships.
In addition to 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.
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ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES
CLASS SPECIFICATION

SENIOR PUBLIC SERVICE ADMINISTRATOR
POSITION CODE: 40070

Effective: 10-1-02

INTRODUCTION:

The Sen iorPublicService 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
responsibilities. As a policy-making official, an incumbent reports directly to
the director or assistant director of the agency and participates in determining
policy which fixes objectives or states the principles to control action toward
operating objectives or toward the conduct of one or more administrative
units immediately subordinate to the director or assistant director, or
participates in planning and programming agency activities mandated by
legislation or the agency’s director or assistant director. Positions serving as
deputy directors or staff assistants to directors or assistant directors are also
includedinthisclass. Such positionswith major administrative
responsibilities direct programs defined by statute, agency, board, or
commission policy; or are responsible for the execution of policies or
operating objectives in one or more operating units; or participate in the
integrating of plans and projections of related organizational units, scheduling
projected work programs, and encompassing, on a regular basis, questions
of allocation and determination of resources, program definition, interpretation
and implementation, and accountability.

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

DISTINGUISHING FEATURES OF WORK:

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

ILLUSTRATIVE EXAMPLES OF WORK:

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

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

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

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

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

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

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

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

9. Plans, develops, and implements methods, systems, investigation
tech niques, 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.

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

DESIRABLE REQUIREMENTS:

Education and Experience
Requires knowledge, skill and mental development equ ivalentto

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

Requires prior experience equivalentto four years of progressively
responsible administrative experience in a publicor business organization;
specific requirements vary according to the position’s duties and functions
assigned by the agency and as approved by the Director of the Department
of Central Management Services or h is/her designee.

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

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

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

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

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

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

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

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

relationships.
In addition to English verbal and written skills, candidates may be

required to translate, speak and write a foreign language ata colloquial skill
level. Some positions may require manual communication skills.
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POSITION TITLE POSITION ID LANGUAGE

FRANCO,SARA SOCIAL SERVICES PROGRAM PLANNER III 4131316646001299 Spanish

ALAVAZAREZ,MANDY SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416657003199 Spanish

CASTRO,VANESSA SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416223000598 Spanish

CERDA-BASBINGTON,MARTHA SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416223000599 Spanish

CHAVEZ,RIIONDA SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416657003199 Spanish

CORRAL,JULIA SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416659102199 Spanish

FELICIANO,DARLENC SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416659102199 Spanish

HERNANDEZ,MARIA SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416676003199 Spanish

WONG,CARLOS SOCIAL SERVICES PROGRAM PLANNER IV (RC) 4131416676001199 Spanish

_____________________________

SAFETY SAFETY

_____________________________
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Illinois D? ciri en of

JB Pritzker DCFS Marc D. Smith
Governor Children & Family Services Director

Illinois Department of Children and Family Services Employees Receiving Bilingual Pay
March 31, 2023

INCUMBENT
- POSITION TITLE POSITION ID LANGUAGE

ZAVALA,LETICIA TECHNICAL ADVISOR II 4525216261001099 Spanish

VERA,ADRIANA TECHNICAL ADVISOR II (RC) 4525216032001199 Spanish

MORENO,MARIA TECHNICAL ADVISOR III (RC) 4525316651000599 Spanish

_____________________________

SAFETY SAFETY

_____________________________

FIRST ALWAYS

1911 South Indiana Avenue• Chicago, Illinois 60616-13 10
312-808-5000

www2.illinois.gov/DCFS
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