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JB Pritzker, Governor Dulce M. Quintero, Secretary Designate

State Services Assurance Act Annual Report

Executive Summary

The State Services Assurance Act recognizes that State government delivers many
services to all llinois residents. The Act notes that State services are used by many
[llinois residents who do not speak the English language fluently. As such, the Act
recognizes a need for bilingual State employees and “ensures the hiring and retention
of additional bilingual frontline staff in State agencies where public services are most
used”.

The Act requires that on or before April 1st of each year, “each executive branch
agency, board, commission shall prepare and submit a report to the General Assembly
on the staffing level of bilingual employees. The report shall provide data from the
previous month, including but limited to each employee’s name, job title, job
description and languages spoken”.

As of March 1, 2024, the Illinois Department of Human Services (IDHS), had a total of
1,489 bilingual onboard frontline staff within a total of 68 different job titles.

There are 13 different languages that IDHS bilingual staff cover: Arabic, Braille,
Chinese, French, Hindi, Korean, Manual Communication, Polish, Russian, Serbo-
Croatian, Spanish, Ukrainian, and Vietnamese. The top two languages spoken are
Spanish (1081 bilingual employees) and Manual Communication (308
employees).

At the Illinois Department of Human Services there are bilingual frontline employees
in all administrative offices and Divisions. The breakdown of bilingual frontline
employees is as follows:
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Asst. Secretary's Office 3
Business Services 1
Communications 2
Developmental

Disabilities 142
Early Childhood 8
Family & Community

Services 1017
Fiscal 5
Human Resources 10
Inspector General 2
Legal 3
Legislation 1
Mental Health 44
Office of Hispanic and

Latino Relations 2
Rehabilitation Services 245
Secretary's Office 1
SUPR 3

Grand Total 1489



State Services Assurance Act: Annual Report

The State Services Assurance Act! requires each executive branch agency to submit a report
to the Illinois General Assembly on or before April 1 every year on the staffing level of
bilingual on-board frontline staff in the RC-6, RC-9, RC-10, RC-14, RC-28, RC- 42, RC-
62, RC-63, and CUS500 bargaining units in titles represented by AFSCME as of June 1,
2007.2 “On-board frontline staff” means frontline staff in paid status.>

The State Services Assurance Act Annual Report must contain each employee’s name, job
title, job description, and languages spoken as of the previous month.*

The chart below identifies bilingual on-board frontline staff employed by the Department
of Human Services as of March 1, 2024, by name, job title, and languages spoken. In
addition, included in this report are the corresponding CMS 104 Job Description for each
of the 68 titles that make up DHS frontline bilingual staff.


http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E%2B3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E%2B3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E%2B3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000

EMPLOYEE NAME
ABAMA JEAN D
ABARCA MERCEDES

ABDELRAHEEM ASEEL G

ABED-RABBO JAMAL S

ABOYTES-PERALES MER

ABRAHAM LUCILA

ABU-ELREISH TAMARA

ACACIA MAGALI
ACCOVE ANAMARIA
ACEVEDO NANCY
ACEVES LURDES M
ACOSTA EDUARDO
ACOSTA MILAGROS
ACOSTA NORAY
ACOSTA VIRGINIA
ACUNA WOHALY G
ADAME PATRICIA R
ADAMS NICOLE P
AGUAYO DANIEL
AGUILAR ALEJANDRO
AGUILAR MARIA A
AGUILAR MELISSA
AGUILAR MELISSA V
AGUILAR PERLA B
AGUILAR ROBERTO
AGUILAR WALTER E
AGUIRRE LORIAL A

AGUIRRE-AYALA DOLOR
AGUIRRE-ESCALANTE E

AHN NARAEGOUN
ALARCON ANNETTE
ALBAYATI DUNIA'S
ALBERTTIS ROSIO M
ALCAZAR ALONDRA
ALCAZAR LILIBETH
ALEJANDRE JAMES N
ALFARAJ RENAD K
ALFARO ELIZABETH
ALFARO JACQUELINE
ALFARO ROCIO C
AL-HASNAWI THAER
ALI NISAR F

ALl SAMER M
ALICEA MARGARITA
ALIRAB SALEH N

JOB TITLE

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
SOC SER PROG PL4
HS CASEWORKER
PUB SERV ADM

HS CASEWORKER
ADM ASSISTANT 2
PUBLIC AID INVST
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
RHB CASE CRD |l
HS CASEWORKER
HUM SRV CSWK MAN
SOC SER PROG PL4
PA QC RVWR

PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

RHB CASE COORD |
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST
SOCSERV CRTR
HS CASEWORKER
SWITCHBRD OPR |
SOC SERV CR TR
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
SOC SER PROG PL3
RHB CASE CRD Il
SOC SERV CR TR

POS No.
19785
19785
19785
19785
19785
41320
41314
19785
37015
19785

502
35870
19785
35825
19785
41320
19785
19785
38142
19785
19788
41314
35892
35825
19785
19785
19785
35825
38141
41320
19785
19785
35825
41320
19785
44411
41320
19788
19785
19785
19785
41320
41313
38142
41320

B.U.

RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC28
RC63
RC62
RC28
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC28
RC14
RC62
RC62
RC62
RC28
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC14
RC62

Bilingual On-Board Frontline Staff (as of March 1, 2024)

LANGUAGE
Spanish
Spanish
Arabic
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Korean
Spanish
Arabic
Spanish
Spanish
Spanish
Spanish
Arabic
Spanish
Spanish
Spanish
Arabic
Hindi
Arabic
Spanish
Arabic



ALLEN NICOLE E
ALMANZA JESUS
ALOBAIDI RASHA
ALONSO ADRIAN
ALPIZAR AIDE
ALTAMIRANO EMMA E
ALULEMA ALICIAM
ALVA ALEXANDRA
ALVARADO BLANCA E
ALVARADO JOHN M
ALVARADO MAGDALENA
ALVARADO YENIFER M
ALVAREZ ERMA L
ALVAREZ FRANCISCO
ALVAREZ IVETTE
ALVAREZ JOYCE J
ALVAREZ LAURA |
ALVAREZ-LEYVA MARIS
ALVAREZ-LOPEZ CLAUD
ALVAREZ-MUNIZ ARACE
AMAROCRUZ NORA |
AMAYAQUIJADA CLAUDI
ANAYA BRENDA
ANAYA SUSANA B
ANDERSON VANESSA
ANDRADE GABRIELA
ANDREAS-WILSON JENN
ANDRESEN MEGAN
ANDREW REBECCAE
ANGON ELISA

ANGON ESTEPHANIE
ANTILLON VIOLETA
ANTOLIN THOMAS P
ANTONIO JORGE L
ANTUNEZ BEATRIZ R
AQUINO NELLY L
ARAIZA SARA
ARAMBURO VERONICA
ARANDA ESMERALDA
ARAR RANIA
ARBISIDOUGHTY CHRIS
ARCE ALEJANDRA
ARCE ANA M

ARCEO KARINA

ARCEO MONICA
ARCOS DAVID
ARELLANO CYNTHIA P

EDUCATOR

HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
PA ELIG ASST

HUM SRV CSWK MAN
HS CASEWORKER
SOCSERV CRTR
REHAB COUN SEN
HS CASEWORKER
RHB CASE CRD Il
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
OFFICE ASSISTANT
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR

M H ADMIN 1
SOCSERV CR TR
HS CASEWORKER
RES CARE WORKER
EDUCATOR
HUMAN RESRCS REP
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER
SOCSERV CR TR

M H TECHNICIAN 2
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
REHAB COUN SEN
SOCSERV CR TR
HS CASEWORKER

13100
19785
19785
41320
35825
19788
19785
41320
38158
19785
38142
19785
19785
19788
19785
19785
19785
30010
35825
19785
19785
19785
19785
41320
26811
41320
19785
38277
13100
19692
19785
19785
27012
19785
19785
19785
19788
35825
19785
41320
27012
19785
35825
19785
38158
41320
19785

RC63
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC14
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC09
RC63
RC62
RC62
RC62
RCO9
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RCO9
RC62
RC28
RC62
RC62
RC62
RC62

Manual Communication
Spanish

Arabic

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Manual Communication
Braille

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Arabic

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



ARELLANO ELIZABETH
ARELLANO LIZBETH C
ARELLANO MAURA A
ARENAS MARCOS V
ARES MINERVA

ARIAS ALEXIS

ARIAS MONICA A
ARMEANU ANA M
ARMENTA IRMA K
ARMENTA JOSE A
ARREAGA-GALVAN LIZE
ARREOLAGUTIERREZ JO
ARRIAGA LIZZETH
ARRONIZ-VROOMAN YOL
ARROYO IGNACIO
ARROYO JOSE L
ARROYOHURSEY SILVIA
ARTEAGA BACILISA
ASCENCIO KIYO Y
ATEMPA ARMANDO
ATKINSON LAURA F

AUFDENKAMP AMANDA M

AVILA XOCHITL A
AVITIA IVONNE
AYALA ANNA L

AYALA ARIADNE
AYALA CECILIAM
AYALA ELIZABETH
AYALA FERMIN
AYALA JOSE G

AYALA ROSARIO
AYALA SARA
AYALA-LEE ELIZABETH
BABAKHANI MELISSA D
BAHENA LEONARDA
BAIG SAKEENA S
BAILEY RACHEL B
BALDERAS DULCE M
BALDERRAMA CLAUDIA
BANDA MARIA |
BANZIGER BRYAN E
BARAJAS ABEL V
BARAJAS MARITZA
BARBOSA ANA A
BARBOZA MELISSA
BARDO RENATE
BARRAGAN ERIKA G

PA ELIG ASST
SOCSERV CRTR

HS CASEWORKER
HUM SRV CSWK MAN
HUM SRV CSWK MAN
SOCSERV CRTR

HS CASEWORKER
REHAB COUN SEN

HS CASEWORKER
HUM SRV CSWK MAN
SOCSERV CR TR

PA ELIG ASST

HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
SOCSERV CRTR

RHB CASE COORD |
HUM SRV CSWK MAN
M H TECHNICIAN 5
RES CARE WORKER
OFFICE ASSISTANT
PUB SERV ADM

SOC SERV CR TR

HS CASEWORKER

HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

PA ELIG ASST

HUM SRV CSWK MAN
HS CASEWORKER
SOCIAL WORKER 2
HUM SRV CSWK MAN
HUM SRV CSWK MAN
HS CASEWORKER

RES SERVICES SUP

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
HAB PROG COORD
HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
SOC SERV CR TR

HAB PROG COORD
HS CASEWORKER

35825
41320
19785
19788
19788
41320
19785
38158
19785
19788
41320
35825
19785
35825
19785
19785
19785
41320
38141
19788
27015
38277
30010
37015
41320
19785
19785
35825
19785
35825
19788
19785
41412
19788
19788
19785
38280
19785
19785
19785
17960
19785
19785
19788
41320
17960
19785

RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC28
RC62
RC62
RC62
RC62
RC14
RC62
RC09
RCO9
RC14
RC63
RC62
RC62
RC62
RC28
RC62
RC28
RC62
RC62
RC63
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Hindi

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish



BARRERA ANNAMARIE
BARRERA EVENIN G
BARRERA KARISMA K
BARRERA MAYRA
BARRERA SYLVIA
BARRERA TERESA
BARRIOS IRIS G
BARRIOS MARIBEL
BARRIOS ROSA M
BASTE OHOOD M
BATTEN KIMBERLY M
BELFORD BRIDGET A
BELLO MARLENE C
BELMONTE SONYA G
BELSAN NANCY
BELTRE DORIS M
BELZER BRETT M
BENITEZ ANA P
BENITEZ ANDRES
BENITEZ MAYRA
BENITEZ PAMELA
BERGHAUS SANDRA S
BERKLEY EARNESTINE
BERNAL ROXETTE
BETANCOURT NAYRA |
BIERNAT ADAM
BINDER NANCY
BIVANCO SELENE
BIVIN ROBIN L

BLAND STACI R
BLASS DIANA M
BOIKO SOLOMIIA
BOJORQUEZ RAUL
BOLANOS LUIS A
BOLIVAR ERIC
BONILLA-ESCOBAR ELI
BONNELL KRISTY
BORDEAN JONATHAN D
BORGMAN RACHAEL L
BOROWSKA RENATA
BOTELLO BRENDA
BOTELLO CYNTHIA
BOTELLO MARIAR
BOTELLO ROBERTO
BOWEN BRIANA S
BOWMAN JULIA H
BOYAS JOSE L

PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
RHB CASE CRD Il
REHAB COUN SEN
HS CASEWORKER
EDUCATOR

RES CARE WORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
HS CASEWORKER
RES CARE WORKER
RHB CASE CRD Il
SEC THER AIDE 1
HS CASEWORKER
SOCIAL WORKER 2
RES CARE WORKER
RES CARE WORKER
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
REHAB COUN SEN
HS CASEWORKER
EDUCATOR AIDE

M H TECHNICIAN 2
HS CASEWORKER
SOCSERV CR TR

HS CASEWORKER
HUM SRV CSWK MAN
SOCSERV CRTR

HS CASEWORKER
M H TECHNICIAN 3
EDUCATOR
EDUCATOR

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
EDUCATOR
EDUCATOR

HS CASEWORKER

35825
19785
19785
19785
19785
35825
19785
38142
38158
19785
13100
38277
19785
19785
27012
19785
38277
38142
39901
19785
41412
38277
38277
41320
19785
19785
38158
19785
13130
27012
19785
41320
19785
19788
41320
19785
27013
13100
13100
19785
19785
19785
19785
27012
13100
13100
19785

RC28
RC62
RC62
RC62
RC62
RC28
RC62
RC14
RC62
RC62
RC63
RCO9
RC62
RC62
RC09
RC62
RC09
RC14
RC09
RC62
RC63
RCO9
RC09
RC62
RC62
RC62
RC62
RC62
RC09
RC09
RC62
RC62
RC62
RC62
RC62
RC62
RC09
RC63
RC63
RC62
RC62
RC62
RC62
RC09
RC63
RC63
RC62

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Arabic

Braille

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Polish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Ukrainian

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Polish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Braille

Spanish



BRAHMBHATT URMI N
BRAMASCO FRIKA
BRAMASCO SAUL
BRAVO PATRICIA
BRENNAN JOHN S
BRENNAN LORIJ
BREUNIG KAREN J
BRIBIESCA IVAN C
BRITO EDER A
BRONSTEIN YOCHEVED
BROWN ESMERALDA D
BRUERE KERSTIN A
BRUINGTON JILL D
BRYG KATARZYNAJ
BURCIAGA EILEEN
BURCIAGA FLORDEDAHL
BURGESS LINDSAY
BURGOS RUTH E
BURNSIDE DESMOND
BUSTOS JULIO C
BUZZARD TERRIE L
CABABAEZ ESTARLYN J
CABEZA RAMON L
CADENAS BEATRIZ A
CAGUANA CELESTE A
CALDERO JUAN A
CALDERON CARMEN L
CALDERON ESMERALDA
CALDERON MARLENE
CALDERON XAVIER A
CALDWELL GERRAH L
CAMACHO CAROLINA
CAMACHO FABIOLA
CAMACHO FLOR
CAMACHO GLORIA
CAMACHO PRISCILA
CAMARENA ESMERALDA
CAMARENA MIRELLA
CAMARGO LIZETH
CAMARILLO ALEXANDRA
CAMPBELL ROSA L
CAMPOS ELIZABETH
CAMPOS LARISSA
CANCHOLA MARY E
CANDELAS JOSE R
CANTERO WENDY
CARBAJAL MARIA G

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

RES CARE WORKER
EDUCATOR AIDE

M H TECHNICIAN 2

M H TECHNICIAN 2
HS CASEWORKER
OFFICE ASSISTANT
RES CARE WORKER
EDUCATOR

PUB SERV ADM

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
REH WRKSP INST 1
OFFICE ASSISTANT

M H TECHNICIAN 2
REG NURSE 1

REG NURSE 2

PA ELIG ASST

REHAB COUN SEN

PA ELIG ASST

PA ELIG ASST

HUM SRV CSWK MAN
REHAB COUN SEN
SOCSERV CRTR

HS CASEWORKER

M H TECHNICIAN 3
PUB SERV ADM

PA ELIG ASST

HS CASEWORKER
SOCSERV CRTR

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER

PA ELIG ASST

PUB SERV ADM

HUM SRV CSWK MAN
HS CASEWORKER

19785
19785
19785
19785
38277
13130
27012
27012
19785
30010
38277
13100
37015
19785
19785
19788
38192
30010
27012
38131
38132
35825
38158
35825
35825
19788
38158
41320
19785
27013
37015
35825
19785
41320
19785
19788
19785
35825
19785
19785
19788
19785
19785
35825
37015
19788
19785

RC62
RC62
RC62
RC62
RC09
RCO9
RC09
RCO9
RC62
RC14
RC09
RC63
RC63
RC62
RC62
RC62
RC09
RC14
RC09
RC23
RC23
RC28
RC62
RC28
RC28
RC62
RC62
RC62
RC62
RC09
RC63
RC28
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC28
RC63
RC62
RC62

Hindi

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Polish

Spanish

Spanish

Manual Communication
Spanish

Manual Communication
Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



CARBAJAL MELINA
CARDENAS GUADALUPE
CARDENAS HENRY
CAREY MIRANDA
CARLIN KASSANDRA
CARLSON MATTHEW R
CARMICHAEL-VALLEJO
CARMONA ANABEL
CARMONA LUZ F
CARRENO ARIANA
CARRILLO YANNETT
CARTAGENA SANDRA
CARTER KELLY M
CARUTHERS ANDREW F
CARVAJAL CHRISTIAN
CASILLAS LISSETT
CASILLAS NATALIE N
CASTANEDA GENEVIEVE
CASTANEDA KARINA G
CASTANEDA MAGDALENO
CASTANEDA MARIA G
CASTANEDA NELLY
CASTILLEJA CLAUDIA
CASTILLO ALEXANDRA
CASTILLO DANIELA G
CASTRO HORTENCIA
CATALAN WANDA
CAUDILLO JOHN A
CAUDILLO STEVEN J
CAZALES ROSE
CAZARES ADRIANA
CENTENO JOSEPHINE A
CERVANTES GRISELDA
CERVANTES ROSITA
CERVERA ROSA |
CHAIREZ ERNESTO T
CHAJON IGNACIA
CHAPA DUSTIE D
CHAUTHUT

CHAVEZ BERNARDO
CHAVEZ JUAN M J
CHAVEZ MARLENE
CHAVEZ-ORTEGA JESSI
CHEN TRACY
CHILDRESS MARIA C
CHIRE ANGEL E
CHRZAN GREGORY J

OFFICE ASSISTANT
PA ELIG ASST
SOCSERV CRTR
REHAB COUN SEN
HS CASEWORKER
REG NURSE 2
REHAB COUN SEN
HS CASEWORKER
HUM SRV CSWK MAN
SOCSERV CRTR
RHB CASE COORD |
SOC SER PROG PL4
RES CARE WORKER
RES CARE WORKER
OFFICE ASSISTANT
REHAB COUN
SOCSERV CRTR
PUB SERV ADM

PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
SOCSERV CRTR
OFFICE ASSISTANT
HS CASEWORKER
PUB SERV ADM

HS CASEWORKER
ACT THERAP COORD
HS CASEWORKER
HUM SRV CSWK MAN
OFFICE COORD

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
EXECUTIVE 1

PUB SERV ADM

M H TECHNICIAN 3
SOCSERV CR TR
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST
SOCSERV CR TR
HS CASEWORKER
STAFF DEV SPEC 1
HS CASEWORKER
HS CASEWORKER

30010
35825
41320
38158
19785
38132
38158
19785
19788
41320
38141
41314
38277
38277
30010
38145
41320
37015
35825
19785
19785
19785
27012
41320
30010
19785
37015
19785

160
19785
19788
30025
19785
19785
19785
13851
37015
27013
41320
19785
19785
35825
41320
19785
41771
19785
19785

RC14
RC28
RC62
RC62
RC62
RC23
RC62
RC62
RC62
RC62
RC14
RC62
RC09
RCO9
RC14
RC62
RC62
RC63
RC28
RC62
RC62
RC62
RC09
RC62
RC14
RC62
RC63
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC63
RC09
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62

Spanish

Spanish

Spanish

Manual Communication
Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Vietnamese

Spanish

Spanish

Spanish

Spanish

Chinese

Manual Communication
Spanish

Polish



CHTIOUI BOUCHRA
CIMA ANNA L
CINTRON EVA D
CISNEROS ADRIANA
CISNEROS ANDRES
CLARO LUCIA
CLAYTON RHONDA
CLAYTON TODD A
CLEMENT JESSICA M
COAKLEY BRANDON J
COBIAN PRISCILLA
COLGLAZIER EVAN
COLLAZO JONATHAN
COLLINS PATRICK M
COLON CINDY

COLON MARY L
COLON PAULA
COLUNGA NANCY
CONCEPCION LAILA
CONDE MIGUEL A
CONTRERAS DAISY N
CONTRERAS ITZEL
CONTRERAS-GARCIA AM
COOK DAVE J I

COOK TARA K
COPPOLA LEONARDO G
CORCES XOCHILT Y
CORDERO CRYSTAL
CORDOVA XICLALI S
CORIANO CARMEN E
CORONADO MILTON
CORRAL-VIZCARRA ANA
CORTES ELIZABETH
CORTES JAQUELINE
CORTEZ WILLIAM D
COTTO RICKY
COURTNEY CATHERINE
COUSINS KATHIA
COVARRUBIAS ERICA V
COX PAULA
CRAWFORD JESSICA L
CRITTENDEN DEIRDRA
CRUZ GUADALUPE T
CRUZ JOEL M

CRUZ PRIMITIVO

CRUZ RAQUEL

CRUZ SALINA |

HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

SOC SER PROG PL3
RES CARE WORKER
HS CASEWORKER
RES SERVICES SUP
GUARD 3

HEAR SPCH SPEC
M H TECHNICIAN 2
HS CASEWORKER
M H TECHNICIAN 3
SOC SERV CR TR
HEAR&SPCH TECH 2
RHB/MOBLITY INST
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
SEN PUB SERV ADM
HS CASEWORKER
SOC SERV CR TR
OFFICE COORD
EDUCATOR AIDE
RHB CNSLR TRNEE
HS CASEWORKER
OFFICE ASSISTANT
HS CASEWORKER
PA QC RVWR

HS CASEWORKER
HS CASEWORKER
SWITCHBRD OPR 3
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
EDUCATOR
SOCSERV CRTR
SEC THER AIDE 1
HS CASEWORKER
EDUCATOR

HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER
SOC SERV CR TR
SOCSERV CRTR
SOC SERV CR TR

19785
19785
35825
41313
38277
19785
38280
17683
18233
27012
19785
27013
41320
18262
38163
19785
19785
19785
19785
37015
40070
19785
41320
30025
13130
38159
19785
30010
19785
35892
19785
19785
44413
41320
19785
19785
13100
41320
39901
19785
13100
19788
35825
19785
41320
41320
41320

RC62
RC62
RC28
RC62
RC09
RC62
RC62
RC29
RC63
RCO9
RC62
RCO9
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC63
BBBR5
RC62
RC62
RC14
RC09
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC63
RC62
RC09
RC62
RC63
RC62
RC28
RC62
RC62
RC62
RC62

Arabic

Spanish

Spanish

Spanish

Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Manual Communication
Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Braille

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



CRUZ YAZMIN
CRUZ-HURT MARIA S
CUELLAR MARIA
CUEVAS JOSE R
CURRENS AMBER N
CUTZ GERMAN R
CVETKOVIC NATALIA
CZABALA MICHELLE E
CZUPRYNSKI ESPERANZ
DAILEY JOSEPH
DAVALOS CRISTINA
DAVIDSON CHARLOTTE
DAVILA LILIA

DEAVER TRAVIS E
DEGROOT TARRAH N
DEJESUS ANDREA
DELAGUILA ALFREDO J
DELANGEL NINA S
DELAPUENTE JOCELYN
DELATORRE ANA P
DELAVEGA MARIA L
DELEON ELIZABETH
DELEON ROBERT
DELEON THERESA M
DELGADILLO SONIA
DELGADO CARINA
DELGADO DOMINGO
DELGADO EDITH
DELGADO MARISOL
DELGADO SHARON Y

DELGADO-RAMIREZ JOS
DELOSSANTOS ALEJAND

DELOSSANTOS NAYEILI
DELUNA ELVA L
DEMPSEY ERIN M
DEREWONKO DARIUSZ
DEVER ELIZABETH N

DEZHACAYETANO BEREN
DEZHA-CAYETANO MARL

DIAZ CLAUDIA
DIAZ HERMINIA
DIAZ JUAN M
DIAZ LIZETTE
DIAZ LUIS

DIAZ MEYER G
DIAZ NATALIA
DIAZ RAFAEL

HUMAN RESRCS SPC
EXECUTIVE 1

HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
PUB SERV ADM
SOCSERV CRTR
HS CASEWORKER
M H TECHNICIAN 2
M H TECHNICIAN 2
HS CASEWORKER
PSYCHOLOGIST 1
PUB SERV ADM
OFFICE COORD
RES CARE WORKER
PUB SERV ADM

HS CASEWORKER
HS CASEWORKER
OFFICE ASSISTANT
HS CASEWORKER
HUM SRV CSWK MAN
HUM SRV CSWK MAN
HS CASEWORKER
PUB SERV ADM
OFFICE ASSOCIATE
HS CASEWORKER
REHAB COUN SEN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
EXECUTIVE 2

PUB SERV ADM

HS CASEWORKER
M H TECHNICIAN 3
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
SOC SER PROG PL3
HS CASEWORKER
HS CASEWORKER
SOC SERV CR TR
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER

19693
13851
19785
19785
27012
37015
41320
19785
27012
27012
19785
35611
37015
30025
38277
37015
19785
19785
30010
19785
19788
19788
19785
37015
30015
19785
38158
19785
19785
19785
19785
19785
41320
13852
37015
19785
27013
41320
19785
19785
41313
19785
19785
41320
19788
19785
19785

RC62
RC62
RC62
RC62
RC09
RC63
RC62
RC62
RC09
RCO9
RC62
RC63
RC63
RC14
RC09
RC63
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC63
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC09
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Serbo-Croation

Polish

Spanish

Manual Communication
Spanish

Manual Communication
Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Polish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



DIAZARAGON JENNIFER
DIAZ-MIGUEL ANA P
DIAZRUIZ JHOSELIN M
DICKINSON DEBRA A
DIEHL RAE L

DO DAN K

DOBSON SARAH MARIE
DOMERCANT WILKY P
DOMINGUEZ ANA |
DOMINGUEZ DOLORES
DOMINGUEZ ELVIRA
DOMINGUEZ ERIKA Z
DONETS PAUL N
DRAGICH CAROLYN M
DRAMIN LISA S
DUARTE MAYRA E
DURENO CHRISTOPHER
DYE WILLIAM E
ECHENIQUE MARIA A
ECHEVARRIA FABIOLA
EDWARDS SARA J
EISCHEN KIMBERLY L
ELIAS ADALBERTO
ELIAS DAISY
ELIZALDE-OCASIO GAB
ELIZARRARAZ SARA
ELLAZAR RICHARD B
ELLIOTT ALAINA R
ELLIOTT GAVIN P
ELLISON AMY B
ELSADAWY RANIA A
ELY LESLIE

EMERICK TAMARA S
EMERY ANGELICA
ENRIQUEZ ANITA
ENRIQUEZ ANNA A
ENRIQUEZ MELISA E
ERIXON BRENDA L
ESCATEL MARIA C
ESMAEL-REYES SADYA
ESPARZA MARLENE
ESPINOSA JOSSUE
ESPINOSA MARIA P
ESPINOZA ERIKA
ESPINOZA MICK
ESQUIBIAS ESPERANZA
ESTEP JOSEPH A

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HAB PROG COORD
REG NURSE 2

HS CASEWORKER
EDUCATOR

REHAB COUN SEN
HS CASEWORKER
PA ELIG ASST

HUM SRV CSWK MAN
HS CASEWORKER
REHAB COUN SEN
M H TECHNICIAN 2
EDUCATOR AIDE
SOCSERV CRTR
REHAB COUN SEN
RES SERVICES SUP
HS CASEWORKER
HS CASEWORKER
EDUCATOR

REHAB COUN SEN
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
EDUCATOR

M H TECHNICIAN 2
RES CARE WORKER
SOC SERV CR TR
REG NURSE 2

RES CARE WORKER
HS CASEWORKER
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
RES CARE WORKER
HS CASEWORKER
HS CASEWORKER
SOCIAL WORKER 2
SEN PUB SERV ADM
SWITCHBRD OPR |
HS CASEWORKER
OFFICE ASSISTANT
HS CASEWORKER
ACCOUNT TECH 1

19785
19785
19785
17960
38132
19785
13100
38158
19785
35825
19788
19785
38158
27012
13130
41320
38158
38280
19785
19785
13100
38158
19788
19785
19785
19785
27012
13100
27012
38277
41320
38132
38277
19785
41320
19785
19785
38277
19785
19785
41412
40070
44411
19785
30010
19785

115

RC62
RC62
RC62
RC62
RC23
RC62
RC63
RC62
RC62
RC28
RC62
RC62
RC62
RCO9
RC09
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC62
RC62
RC09
RC63
RC09
RC09

RC23
RC09
RC62
RC62
RC62
RC62
RC09
RC62
RC62
RC63
BBBR5
RC14
RC62
RC14
RC62
RC14

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Vietnamese

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Braille

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Arabic

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication



ESTES KENNETH W
ESTRADA ANDRES
ESTRADA BERTHA A
ESTRADA GLORIA
ESTRADA VINCENT J
FELICIANO ANALYN
FELICIANO EDNA
FELICIANO NELSON
FELICIANO RUBEN D
FENNEWALD BRENNA
FERNANDEZ CLAUDIA A
FERNANDEZ EILEEN
FERNANDEZ MANUEL M
FERNANDEZ MARILYN
FIERRO MARTIN E
FIESKE-NESHEIWAT AG
FIGUEROA MARTHA |
FIGUEROA PEDRO
FINNELLY GLORIA
FITZGERALD KEVIN S
FLETCHER JAMES E
FLORES CAMILLE
FLORES ELIZABETH
FLORES JAIME E
FLORES MARIA C
FLORES MARIA V
FLORES RACHEL
FLORIVAL LYS S
FOLSTER PAUL A
FONSECA JUAN E
FORBES PHOENIX
FORD JUSTIN L
FOSTER MARY J
FRAAS MARY A
FRAGOSO VALENTIN
FRAIRE RAMON
FRANCO ALEJANDRO
FRANCO AMELIA
FREDERICK BARBARA
FRENCH BARBARAJ
FROMME KATHRYN C
FRYE JASON E

FRYE NICOLE H
FUENTES-RACHUM FATI
GALAN ANGEL
GALARZA ARACELI
GALARZA FANNY

ELEC TECH

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER

HUM SRV CSWK MAN
HUMAN RESRCS SPC

PA ELIG ASST

HS CASEWORKER
EDUCATOR

PA ELIG ASST
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
SOCSERV CRTR
PA ELIG ASST
EXECUTIVE 1
REHAB COUN SEN
INFO SYS ANAL Il
RHB CASE CRD Il
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
RES CARE WORKER
HS CASEWORKER
HS CASEWORKER
RES CARE WORKER
RES CARE WORKER
PUB SERV ADM
SECTHER AIDE 1
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SUP SVC WORKER
EDUCATOR
EDUCATOR
EDUCATOR
EDUCATOR

HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER

13360
19785
19785
19785
19785
19788
19693
35825
19785
13100
35825
41320
19785
19785
19785
37015
41320
35825
13851
38158
21166
38142
19785
19785
19785
19785
19785
19785
38277
19785
19785
38277
38277
37015
39901
19785
19785
19785
44238
13100
13100
13100
13100
19785
41320
19785
19785

RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC63
RC28
RC62
RC62
RC62
RC62
RC63
RC62
RC28
RC62
RC62
RC63
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC09
RC62
RC62
RC09
RCO9
RC63
RCO9
RC62
RC62
RC62
RCO9
RC63
RC63
RC63
RC63
RC62
RC62
RC62
RC62

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Braille

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish



GALARZA LUZ E
GALARZA VERONICA M
GALLARZO MARIA D
GALVAN PATRICIA
GALVEZ MARTA A
GAMINO MARIANA
GAONALEON GINA
GARAY ARIANA
GARCIA ABIGAIL
GARCIA AIDE E
GARCIA ALEJANDRA
GARCIA CAROLINA
GARCIA CHRISTINA M
GARCIA CRISTINA
GARCIA DENISE
GARCIA DENISE M
GARCIA DIANA
GARCIA EDDY G
GARCIA ELICIAV
GARCIA ERIKA |
GARCIA GABRIELA
GARCIA GUDELIA
GARCIA HILDA
GARCIA JAIME J
GARCIA JESSICAM
GARCIA JOEL
GARCIA JORGE D
GARCIA MARISOL
GARCIA MAYRA
GARCIA MAYRA |
GARCIA MELISSA
GARCIA MIRIAHM |
GARCIAOLGA L
GARCIA RICARDO
GARCIA RICHARD M
GARCIA SANDRA |
GARCIA SELENE
GARCIA VIANNEY G
GARCIA-MARTINEZ MON
GARCIAROJAS JENNIFE
GARNER JAMAL B
GARNETT JENNIFER K
GARVER NATALIE S
GARZA JAMIE

GARZA JUANITA
GARZON ADLARR F
GASZCZ MARCEL

HS CASEWORKER
PA ELIG ASST
SOC SERV CR TR
HS CASEWORKER
PA ELIG ASST
SOCSERV CRTR
PA ELIG ASST

PA ELIG ASST

OFFICE ASSISTANT

HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
SOC SERV CR TR
SOCSERV CRTR
SWITCHBRD OPR |
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
HS CASEWORKER
RHB CASE CRD Il
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
HS CASEWORKER
HS CASEWORKER

OFFICE ASSISTANT
RES CARE WORKER

REG NURSE 2
EDUCATOR

REH WRKSP INST 1
HUM SRV CSWK MAN

HS CASEWORKER
HS CASEWORKER

19785
35825
41320
19785
35825
41320
35825
35825
30010
19785
19785
41320
41320
41320
44411
19785
19785
19785
19785
19785
35825
19785
19785
19785
19785
19785
37015
19785
38142
19785
19785
19785
35825
19785
19785
19785
37015
19785
19785
30010
38277
38132
13100
38192
19788
19785
19785

RC62
RC28
RC62
RC62
RC28
RC62
RC28
RC28
RC14
RC62
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC14
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC63
RC62
RC62
RC14
RC09
RC23
RC63
RC09
RC62
RC62
RC62

Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish
Spanish
Polish



GAVINA AMELIA

GIL CARMELA

GIL LETICIA

GIMBLE SOPHIE L
GIPSON JOSELINE
GIRALDO LUZ E

GIYO DONALD |
GODINEZ DIANA C
GOLDWIRE MIAM
GOMEZ CRYSTINE M
GOMEZ FABIOLA
GOMEZ JACQUELINE
GOMEZ JACQUELYN
GOMEZ JAVIER

GOMEZ MAGDA
GOMEZ ROSANNA
GOMEZ VIVIANA
GOMEZ-MORA YOLANDA
GONZALEZ ADRIAN
GONZALEZ AYME J
GONZALEZ JOHANNA B
GONZALEZ JORGE
GONZALEZ LAURA L
GONZALEZ MAGDALENA
GONZALEZ MAYRA A
GONZALEZ MILAGROS
GONZALEZ MOISES R
GONZALEZ NATALIE G
GONZALEZ NOEMI A
GONZALEZ NORMA
GONZALEZ ROSA L
GONZALEZ SARAHI
GONZALEZ SOFIA
GONZALEZ STEPHANIE
GONZALEZ TERESITA F
GONZALEZ YANEL
GONZALEZCOLON TANYA
GONZALEZ-DIAZ ADELA
GONZALEZ-MURILLO MA
GOODALL BRANDI L
GOOD-DEAL CHRISTINE
GOODMAN RAKYM C
GRAMATIKOV AUREAMAR
GRAMATIKOV VESSELIN
GRANILLOSANCHEZ AND
GRAY SHELLY A

GRIEME CARRIE E

SEN PUB SERV ADM
HS CASEWORKER

PA ELIG ASST
EDUCATOR

HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

M H TECHNICIAN 2
PA ELIG ASST

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
SOCSERV CR TR
INTER SEC INV 2

RHB CNSLR TRNEE
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
EXECUTIVE 2

HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

HS CASEWORKER
SOCSERV CR TR
SECURITY OFFICER
SOC SERV CR TR
HUM SRV CSWK MAN
PUB SERV ADM

HUM SRV CSWK MAN
OFFICE ASSISTANT
HUM SRV CSWK MAN
SOC SERV CR TR

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

M H TECHNICIAN 2
PUB SERV ADM

M H TECHNICIAN 1
REG NURSE 1

REG NURSE 1
SOCSERV CRTR

M H TECHNICIAN 2
EDUCATOR

40070
19785
35825
13100
19788
19785
19785
19785
27012
35825
19785
19785
19785
41320
21732
38159
19785
19785
19785
19788
13852
19785
35825
19785
19785
41320
39870
41320
19788
37015
19788
30010
19788
41320
19785
19785
19785
35825
19785
27012
37015
27011
38131
38131
41320
27012
13100

BBBR5
RC62
RC28
RC63
RC62
RC62
RC62
RC62
RC09
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC29
RC62
RC62
RC63
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC09
RC63
RC09
RC23
RC23
RC62
RC09
RC63

Spanish
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish
Manual Communication
Manual Communication



GROVE JACOB A
GRYGIELJULIED

GUAN QUEENIE J
GUAN YING J

GUDINO MONICA C
GUERECA YESENIA
GUERRERO DIANA S
GUERRERO LORENA E
GUERRERO LUCERO T
GUERRERO MAYELA
GUIDISH ALLISON
GUILLEN CAROLINE
GUTIERREZ BERTALI
GUTIERREZ DAISY M
GUTIERREZ ESAU
GUTIERREZ LIDIA M
GUTIERREZ RAUL |

GUY CHRISTOPHER D
GUZMAN CHRISTIAN
GUZMAN RICHARD
GUZMAN ROSA E
GUZMAN VANESSA
HADDAD MUHAND T
HADZIMURATOVIC BRAN
HAJABDALAH HEBA
HALL CHRISTINE A
HANSON-FONDEUR KRIS
HARBISON JACOB A
HARRIS JERMAINE C
HARRIS JESSICA
HARRISON LOURDES Y
HARRISON MISTI D
HARSHMAN JARED
HATFIELD JAMES C
HATTAB MEHDI

HAYES BRANDY N
HAYES JESSE J
HEATHER SARAH
HELLER SYLVIE S
HELMER PAMELA
HENRY ANGELA R
HEREDIA PATRICIA
HEREDIAMURRAY CAROL
HERNANDEZ BENJAMIN
HERNANDEZ BRENDA L
HERNANDEZ CARMELA
HERNANDEZ CYNTHIA S

M H TECHNICIAN 3
EDUCATOR

SOC SERV CR TR
HS CASEWORKER
RHB CASE CRD Il
HS CASEWORKER
ADM ASSISTANT 2
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
EDUCATOR

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
EXECUTIVE 1
OFFICE ASSISTANT
SOCSERV CRTR
HS CASEWORKER
M H TECHNICIAN 2
SOC SERV CR TR
EDUCATOR

M H TECHNICIAN 3
RES CARE WORKER
M H TECHNICIAN 2
REHAB COUN SEN
SWITCHBRD OPR |
REHAB COUN SEN
M H TECHNICIAN 2
EDUCATOR

HS CASEWORKER
EXECUTIVE 1

SEN PUB SERV ADM
M H TECHNICIAN 3
M H TECHNICIAN 2
RES CARE WORKER
RHB CASE CRD I
HUM SRV CSWK MAN
PA ELIG ASST

HUM SRV CSWK MAN
HS CASEWORKER
ADM ASSISTANT 1
PA QC RVWR

27013
13100
41320
19785
38142
19785

502
19785
19785
19785
13100
19785
19785
19785
19788
35825
19785
41320
19785
13851
30010
41320
19785
27012
41320
13100
27013
38277
27012
38158
44411
38158
27012
13100
19785
13851
40070
27013
27012
38277
38142
19788
35825
19788
19785

501
35892

RC09
RC63
RC62
RC62
RC14
RC62
RC28
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RCO9
RC62
RC63
RC09
RC09
RC09
RC62
RC14
RC62
RC09
RC63
RC62
RC62
BBBR5
RC09
RC09
RC09
RC14
RC62
RC28
RC62
RC62
RC28
RC62

Manual Communication
Manual Communication
Chinese

Chinese

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Arabic

Serbo-Croation

Arabic

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Arabic

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



HERNANDEZ EDER G
HERNANDEZ ELIZABETH
HERNANDEZ ELIZABETH
HERNANDEZ JANET
HERNANDEZ JUANA
HERNANDEZ LIDIA E
HERNANDEZ LIONEL
HERNANDEZ MARIA L
HERNANDEZ MARY C
HERNANDEZ MYRNA
HERNANDEZ VERONICA
HERNANDEZ VERONICA
HERNANDEZ VIVIANA

HERNANDEZ YOLANDA C
HERNANDEZ-RAMIREZ A

HERRERA ALAN J
HERRERA CARMEN D
HERRERA CHARISI A
HERRERA ESTELA
HERRERA GABRIELA

HERRERAVILLEGAS MAR

HIDALGO JAY NEWMAN
HILLERS SHANNA M
HINDERS DYLAN E
HINDERS PENELOPE M
HOGGARD KELLI A
HOLDER ROSA MARIA
HOLLIS DEXTER J

HOM CRISTINA J
HOPPER JENNIFER N
HOWARD LESLIE E
HOWLE PAUL E
HOYOS LUZ E

HOYT AUTUMN J
HOYT EDWARD J
HRUBECKY LOUISE
HRYNKIV ROSTYSLAV
HUBER HANNAH L
HUERAMO ELIZABETH
HUERTA JAZMINE
HUMMELS ERICKA
HUMPHREY RAQUEL K
HUNGERFORD TINA M
HURM CYNTHIA E
HURTADO RAFAEL
HUSTER KIMBERLY L
HUTNAK BREANNE C

RHB CASE CRD Il
PA ELIG ASST
SOCSERV CRTR

HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
SECURITY OFF SGT
PA ELIG ASST

HS CASEWORKER
OFFICE ASSISTANT
HS CASEWORKER
OFFICE ASSISTANT
RHB CASE COORD |
EXECUTIVE 1
SOCSERV CRTR
SOCSERV CRTR

HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM

M H TECHNICIAN 3
RES CARE WORKER
OFFICE COORD

M H TECHNICIAN 2
RHB CASE CRD Il

M H TECHNICIAN 2
HUM SRV CSWK MAN
RES CARE WORKER
H & S ADV SPEC
RES CARE WORKER
HS CASEWORKER
SCHL PSYCHLOGIST
ADM ASSISTANT 1
REHAB COUN SEN
HUM SRV CSWK MAN
M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
OFFICE COORD
EXECUTIVE 1
REHAB COUN

HS CASEWORKER
HS CASEWORKER
EDUCATOR AIDE

38142
35825
41320
19785
19785
19788
39877
35825
19785
30010
19785
30010
38141
13851
41320
41320
19785
19785
19788
19785
19785
37015
27013
38277
30025
27012
38142
27012
19788
38277
18227
38277
19785
39200

501
38158
19788
27012
19785
19785
19785
30025
13851
38145
19785
19785
13130

RC14
RC28
RC62
RC62
RC62
RC62
RC29
RC28
RC62
RC14
RC62
RC14
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC63
RC09
RCO9
RC14
RC09
RC14
RC09
RC62
RC09
RC63
RC09
RC62
RC63
RC28
RC62
RC62
RC09
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RCO9

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Polish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Manual Communication



HUTSON NELSIE
IBARRA ANDREA E
IBARRA LUISA

IBARRA MARIA F
IDRIS NOUR A
IGARTUA MARIVEL
ILLAN TANIA

IRIZARRY NILDA L
ISUNZA URIEL
JABLONSKI LYNN
JABLONSKY JAMES
JACINTO ESMERALDA
JACOMEE JASMINE C
JADEJA RANJITSINH K
JAILE CARLOS M
JAIMES LORRAINE M
JARA GABRIEL
JARAMILLO EDGAR A
JASIAK EWA A
JASLOWSKI CAROLINA
JESENKO STEPHEN J
JIMENEZ ADRIANA A
JIMENEZ ANA C
JIMENEZ ANTONIO
JIMENEZ BETSAVE
JIMENEZ CATHERINE
JIMENEZ KATHERINE
JIMENEZ KRYZTALY
JIMENEZ NANCY N
JIMENEZ TANIA
JIMENEZESPARZA TANI
JIMOH ADEBAYO L
JOHNSON KANDY A
JOHNSON KENDRA D
JOHNSON LORAINE K
JOHNSON MATTHEW K
JOHNSONWALLS DESA
JONES BRITTANY
JONES CHRISTOPHER M
JUAREZ JACQUELINE
JUMPER RENEE L
JUMPER TAMI L
KAPROULIASZEPED JOA
KARKOUT AMJAD
KARLSSON JEAN P
KENNEDY LACI L
KENNEY JAMES

HUM SRV CSWK MAN
SOCSERV CRTR
HS CASEWORKER
HUM SRV CSWK MAN
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
RHB CASE CRD I
REH WRKSP INST 1
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
RHB CASE COORD |
RHB CASE CRD I
HS CASEWORKER
RHB CASE COORD |
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

PUB SERV ADM

HS CASEWORKER
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
HAB PROG COORD
HS CASEWORKER
M H TECHNICIAN 2
M H TECHNICIAN 2
PUB SERV ADM
ADM ASSISTANT 1
REG NURSE 2

M H TECHNICIAN 2
SOCSERV CRTR
EDUCATOR

OFFICE ASSOCIATE
HS CASEWORKER
SOCSERV CRTR
REG NURSE 1

EXEC SECRETARY 2
M H TECHNICIAN 2

19788
41320
19785
19788
19788
19785
19785
19785
19785
38142
38192
19785
19785
19785
38141
38142
19785
38141
19785
35825
19785
19785
19785
19785
19785
35825
37015
19785
41320
19785
19785
17960
19785
27012
27012
37015

501
38132
27012
41320
13100
30015
19785
41320
38131
14032
27012

RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC14
RC09
RC62
RC62
RC62
RC14
RC14
RC62
RC14
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC28
RC63
RC62
RC62
RC62
RC62
RC62
RC62
RC09
RC09
RC63
RC28
RC23
RC09
RC62
RC63
RC14
RC62
RC62
RC23
RC14
RC09

Spanish

Spanish

Spanish

Spanish

Arabic

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Hindi

Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Spanish

Arabic

Manual Communication
Manual Communication
Manual Communication



KERHLIKAR DENISE
KILDAY KRISTEN L

KIM HELEN H

KING BLANCA R
KIRYUKHINA OLGA A
KITNER JASON
KLEMENT HOPE
KLENDWORTH ERICA L
KLINKOVA ADELIIA
KNOCKEL WAYNE J
KNOLL JOSEPH W
KOHLBECKER JANET L
KUHN ANGELA M
KUHN CHRISTOPHER E
KUHN CRAIG

KUHN CURTIS

KUMAR MONICA
KUNTZELMAN SHAWN A
KURZROCK CHRISTOPHE
KUTS NATALIIA

KVAPIL ESMERALDA L
LAATZ ELIZABETH

LAI NELSON O

LALUZ JASMINE
LANDEROS CINDY
LARA AMELIA

LARA KARLA
LARES-MORALES VERON
LARKIN CONSTANCE E
LAVAIRE JULIE G
LAWRENCE SUMMER H
LAWSON NATHAN P
LEAVELL-BARTZ ANGEL
LEBLANC JAMIE L
LEBRON CARMEN I
LEEJINH

LEE MIRTA |

LEMONS BRIDGET L
LEMUS GABRIELA E
LEMUS LETICIA A

LEON GUADALUPE
LEWIS LAMAR

LEWIS TYLERJ

LIMA KARINA R
LIZAMA SAMIRA P
LLAMAS FRANCENNTT A
LOGSDON TONYA K

EDUCATOR

M H TECHNICIAN 2
HS CASEWORKER
RHB CASE CRD Il

HS CASEWORKER
INFO SYS ANAL |
HAB PROG COORD
EDUCATOR

HS CASEWORKER
PSYCHOLOGIST 1
SOCSERV CRTR
REHAB COUN SEN
PUB SERV ADM
EDUCATOR

STAFF DEV SPEC 1
STAFF DEV SPEC 1
STAFF DEV SPEC 1

M H TECHNICIAN 2
M H TECHNICIAN 3
SOCSERV CRTR
SOCSERV CRTR

HS CASEWORKER
RES CARE WORKER
HS CASEWORKER

HS CASEWORKER
SOCSERV CR TR
HUM SRV CSWK MAN
HS CASEWORKER
EDUCATOR

HS CASEWORKER
SOCSERV CRTR
EDUCATOR

HUMAN RESRCS SPC
M H TECHNICIAN 2
PUB SERV ADM
HUM SRV CSWK MAN
HS CASEWORKER
EXEC SECRETARY 1
HS CASEWORKER

HS CASEWORKER
HUMAN RESRCS REP
M H TECHNICIAN 2
M H TECHNICIAN 2
SOCIAL WORKER 3
HS CASEWORKER
HUM SRV CSWK MAN
RES CARE WORKER

13100
27012
19785
38142
19785
21165
17960
13100
19785
35611
41320
38158
37015
13100
41771
41771
41771
27012
27013
41320
41320
19785
38277
19785
19785
41320
19788
19785
13100
19785
41320
13100
19693
27012
37015
19788
19785
14031
19785
19785
19692
27012
27012
41413
19785
19788
38277

RC63
RC09
RC62
RC14
RC62
RC63
RC62
RC63
RC62
RC63
RC62
RC62
RC63
RC63
RC62
RC62
RC62
RCO9
RC09
RC62
RC62
RC62
RC09
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC62
RC63
RC62
RC09
RC63
RC62
RC62
RC14
RC62
RC62
RC62
RC09
RCO9
RC63
RC62
RC62
RCO9

Braille

Manual Communication
Korean

Spanish

Russian

Manual Communication
Manual Communication
Manual Communication
Russian

Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Ukrainian

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Braille

Spanish

Korean

Braille

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Manual Communication



LONG JULIAR
LOPEMAN FARRAH J
LOPEZ ANDREA

LOPEZ ARACELI

LOPEZ ARTURO

LOPEZ BLANCA M
LOPEZ CARMENROSA
LOPEZ CELESTE

LOPEZ FELIX A

LOPEZ JESSICA

LOPEZ KEVIN U

LOPEZ LETTICIAE
LOPEZ LUISR

LOPEZ LUISA

LOPEZ MADELCARMEN
LOPEZ MARISOL
LOPEZ MARLENE
LOPEZ MARTHA
LOPEZ MAYRA

LOPEZ MONICA

LOPEZ NANCY

LOPEZ RAUL |

LOPEZ SARITA

LOPEZ SONIA L

LOPEZ TERESA

LOPEZ VICTOR A
LOPEZ VICTORIA
LOPEZCARRILLO KARIN
LOPEZDEVICTORIA JAC
LOPEZ-ESPINO RUBI N
LOPEZMONTALVO YARIT
LORENZEN BURTON E
LOWRY ERICA J
LOZADA SHARON M
LOZANOLOPEZ ELDA J
LUBBEN ELAINA M
LUCARZ MONIKA
LUCERO MARTHA J
LUCKI AMANDA R
LUERA LILIANA

LUGO GREGCHEN W
LULE CESAR

LUNA CLAUDIA |
LUTTRELL JOANNA M
MACHUCA PEDRO R
MACIAS RICARDO G
MACIELMARTINEZ CECI

M H TECHNICIAN 3
M H TECHNICIAN 1
HUM SRV CSWK MAN
HS CASEWORKER
SOC SERV CR TR

HS CASEWORKER
SOCSERV CR TR

HS CASEWORKER
SEN PUB SERV ADM
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
REHAB COUN
OFFICE ASSISTANT
PA ELIG ASST

HS CASEWORKER
PUB SERV ADM
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
HUM SRV CSWK MAN
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SEN PUB SERV ADM
HS CASEWORKER
PA ELIG ASST

SEC THER AIDE TR
M H TECHNICIAN 3
REHAB COUN SEN
HS CASEWORKER
OFFICE ASSISTANT
HS CASEWORKER
SOCIAL WORKER 2
HS CASEWORKER
REHAB COUN SEN
HS CASEWORKER
ADM ASSISTANT 1
HS CASEWORKER
HS CASEWORKER
RES CARE WORKER
EXECUTIVE 1

HS CASEWORKER
VOL SERV COORD 3

27013
27011
19788
19785
41320
19785
41320
19785
40070
35825
19785
19785
19785
38145
30010
35825
19785
37015
19788
19785
19785
37015
19788
19788
19785
19785
19785
40070
19785
35825
39905
27013
38158
19785
30010
19785
41412
19785
38158
19785

501
19785
19785
38277
13851
19785
48483

RC09
RCO9
RC62
RC62
RC62
RC62
RC62
RC62
BBBR5
RC28
RC62
RC62
RC62
RC62
RC14
RC28
RC62
RC63
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC62
RC62
BBBR5
RC62
RC28
RC09
RC09
RC62
RC62
RC14
RC62
RC63
RC62
RC62
RC62
RC28
RC62
RC62
RC09
RC62
RC62
RC62

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Polish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish



MACKEY STACEY R
MADERA JOSE M
MADERA MARIA E
MAGANA GUADALUPE
MAGANA JAILENE
MAGDA DOROTA
MALDONADO OSVALDO
MALDONADO ROXANA
MALDONADO VICENTE
MAN HAYWARD K
MANZANARES GRISELDA
MARCANO MARIBEL
MARCHAN EMELY
MARIANOPEREZ LILIAN
MARIN ERNESTO
MARINARO RENEE L

MARIN-BROWN CLAUDIA

MARISCAL-GARCIA CON
MARKOWSKI TOMASZ T
MARRERO CECILIA B
MARRERO RAMON E
MARROQUIN NELLIE A

MARROQUIN RICARDO A

MARSHALL MIRTIE L
MARSICO DEBRA S
MARTIN MARTIN J
MARTINEZ AMANDA
MARTINEZ CATHY P
MARTINEZ DALIA B
MARTINEZ DELYRIS
MARTINEZ ERICA
MARTINEZ ERICK
MARTINEZ FABIOLA
MARTINEZ GABRIELA E
MARTINEZ GLORIZEN
MARTINEZ GUADALUPE
MARTINEZ JANET
MARTINEZ JASMIN
MARTINEZ JOCELYN
MARTINEZ JUANITA
MARTINEZ LESLIE
MARTINEZ LETICIA
MARTINEZ LUIS A
MARTINEZ MARI C
MARTINEZ MARIA E
MARTINEZ MARIA L
MARTINEZ ROSA M

EDUCATOR

PUB SERV ADM
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
PUB SERV ADM
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
OFFICE ASSISTANT
HUM SRV CSWK MAN
HEAR SPCH SPEC
SEC THER AIDE 1
ADM ASSISTANT 2
HS CASEWORKER
HS CASEWORKER
PUB SERV ADM
HUM SRV CSWK MAN
HS CASEWORKER
REG NURSE 2

SEN PUB SERV ADM
EDUCATOR

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
ADM ASSISTANT 2
HS CASEWORKER
REHAB COUN SEN
HS CASEWORKER
HS CASEWORKER
SECTHER AIDE 1
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER

13100
37015
19785
19785
35825
19785
19785
19785
41320
37015
19785
19785
19785
30010
19788
18233
39901

502
19785
19785
37015
19788
19785
38132
40070
13100
19785
19785
19785

502
19785
38158
19785
19785
39901
19785
41320
19785
19785
19788
19785
19785
19785
19785
19785
19785
19785

RC63
RC63
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC14
RC62
RC63
RC09
RC28
RC62
RC62
RC63
RC62
RC62
RC23
BBBR5
RC63
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RCO9
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62

Manual Communication
Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Spanish

Spanish

Chinese

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



MARTINEZ SARA M
MARTINEZ VANESSA
MARTINEZ-MONDRAGON
MARTINEZZUNIGA EDGA
MARWAH ANDREA C
MASANGKAY DAN J
MASFERRERSCIOLLA JA
MASTACHE MIRIAM
MASTERMAN STEPHANIE
MATA ALBERT L

MATA ZENAIDA
MATHEW JINOY
MATHIS ELIZABETH
MATTOS VANESSA
MAURICIO SAMANTHA
MAUS ANGELIKA
MAYES ELIZABETH D
MAYORGA MAYRA
MAZIQUE ADRIENNE C.
MCCLELLAN REBECCA S
MCCORMACK AMY S
MCCORMACK GLEN A
MCCOY LUCAS J
MCDOWELL KATARZYNA
MCELREA SHANE A
MCGUIRE JENNIFER
MCGUIRE JUSTIN T
MCLEAN JEIRESETH A
MEDINA JESSIE E
MEDINA MILAGROS
MEDINA WANDA A
MEDRANO LAURA A
MEDRANO YEIMI

MEI XINQIA

MEISINGER JULIE B
MEJIA LILIANA R

MEJIA LINETTE
MELENDEZ MAYRA L
MELGOZA RUBY Y
MENA MONICA
MENA-SANCHEZ PAOLA
MENDEZ ALEJANDRA L
MENDEZ DAVID
MENDEZ MARIA
MENDOZA ALMA
MENDOZA BIANCA
MENDOZA MARIA E

HS CASEWORKER
HS CASEWORKER
EXECUTIVE 2

SEC THER AIDE TR
STAFF DEV SPEC 1
M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
REG NURSE 2

PUB SERV ADM

HS CASEWORKER
M H TECHNICIAN 2
M H TECHNICIAN 1
HS CASEWORKER
REHAB COUN SEN
LIC PRACT NRS 2
OFFICE COORD
SUP SVC LEAD

M H TECHNICIAN 2
HS CASEWORKER
RES CARE WORKER
M H TECHNICIAN 2
M H TECHNICIAN 2
HUM SRV CSWK MAN
HUM SRV CSWK MAN
RHB CASE CRD Il
OFFICE ASSOCIATE
STAFF DEV SPEC 1
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER
PA ELIG ASST

PA ELIG ASST
REHAB COUN

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER

19785
19785
13852
39905
41771
27012
19785
19785
27012
19785
35825
19785
38132
37015
19785
27012
27011
19785
38158
23552
30025
44225
27012
19785
38277
27012
27012
19788
19788
38142
30015
41771
19785
19785
19785
41320
19785
19788
19785
35825
35825
38145
19785
19785
19785
41320
19785

RC62
RC62
RC62
RCO9
RC62
RCO9
RC62
RC62
RC09
RC62
RC28
RC62
RC23
RC63
RC62
RCO9
RC09
RC62
RC62
RC28
RC14
RCO9
RC09
RC62
RC09
RC09
RC09
RC62
RC62
RC14
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC28
RC62
RC62
RC62
RC62
RC62
RC62

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Polish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Chinese

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



MENDOZA MARIA G
MENDOZA NANCY
MENDOZA NANCY L
MENDOZA NOE
MENDOZA SERGIO A
MENDOZA YESENIA

MENDOZAGONZALEZ OSC

MENENDEZ EDGAR M
MENESES MARCO A
MERCADO JACQUELINE
MERRILL LANCE E
MESYK ALEXANDRIA
MEYER MARIAM S
MEYER SUZANNE D
MEZA ANGELES C
MEZA GUADALUPE
MEZA JOSUE E
MIERZWA LUCINDA LEE
MIKHAEL MARY
MILBURN TIFFANY K
MILES KIARRA A
MILICEVIC MAJA
MILLANPINEDA DIEGO
MILLER ANNETTE
MILLER BENJAMIN E
MILLER JODI L

MILLER JOHN D
MILLER NANCY MAE
MILLS SARAH A
MIRANDA CITLALI
MIRANDA GRYSELL
MIRANDA SARAI'V
MO SUNG H
MOBERLY SKY K
MOKRIS KIMBERLY L
MOLINA MARISOL
MONARREZ EVELYN
MONGE ANEL
MONROE ALEXA C
MONTALVO VANESA
MONTALVO YVONNE
MONTEMAYOR LORENA
MONTERROSA ANA M
MONTES ALDO G
MONTOYA ARTURO
MOODY DAWN S
MOON JUYEON

HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
SOC SER PROG PL3
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
REG NURSE 2
OFFICE ASSISTANT
HS CASEWORKER
EDUCATOR

HS CASEWORKER
OFFICE ASSOCIATE
ADM ASSISTANT 2
REC WORKER 1
SOCSERV CRTR
RES CARE WORKER
HUM SRV CSWK MAN
HS CASEWORKER
SOCSERV CRTR
SOCIAL WORKER 3
SOCIAL WORKER 2
OFFICE COORD
PUB SERV ADM
EDUCATOR AIDE
RES CARE WORKER
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
RES CARE WORKER
REHAB COUN SEN
PA ELIG ASST

HS CASEWORKER
SOC SERV CR TR

M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
OFFICE ASSOCIATE
PA ELIG ASST

SOC SERV CR TR
SOCSERV CRTR
REH WRKSP INST 1
HS CASEWORKER

19785
19785
35825
19785
35825
19785
41313
35825
19785
19785
38132
30010
19785
13100
19785
30015

502
38001
41320
38277
19788
19785
41320
41413
41412
30025
37015
13130
38277
41320
19785
19785
19785
38277
38158
35825
19785
41320
27012
19785
19785
30015
35825
41320
41320
38192
19785

RC62
RC62
RC28
RC62
RC28
RC62
RC62
RC28
RC62
RC62
RC23
RC14
RC62
RC63
RC62
RC14
RC28
RC62
RC62
RCO9
RC62
RC62
RC62
RC63
RC63
RC14
RC63
RC09
RC09
RC62
RC62
RC62
RC62
RC09
RC62
RC28
RC62
RC62
RCO9
RC62
RC62
RC14
RC28
RC62
RC62
RC09
RC62

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Polish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Arabic

Manual Communication
Spanish

Serbo-Croation

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Korean

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Korean



MOORE ROSA M
MOORE SANDRA
MORALES ANA |
MORALES NATALI
MORENO GABRIELA
MORENO GUADALUPE
MORENO VERONICA
MORON CINDY
MORRIS BRENDA
MORT JENNIFER L
MOTA ISRAEL
MOYOLEIJA ALEJANDRO
MUCKIAN JOHN P
MUIR MARK A
MUKHI FARRAH A
MUNOZ ALEJANDRA
MUNOZ CLAUDIA A
MUNOZ DELIA
MUNOZ JOSE G
MUNOZ MAGDA C
MUNOZ VERONICA A
MURILLO SONIA
MURO MARINA |
MUTAN ABDEL O
MYSLINSKA LIDIA
NAJERA-CARDONA MARI
NARES JORDAN
NAREZ KARINA
NASEERUDDIN NYLA
NATERAS PETER
NAVA KAREN S
NAVA MAYRA |
NAVARRETE JESICA
NAVARRETE LETICIA
NAVARRETE MARIA C
NAVARRO AMERICA
NAVARRO ENID
NAVARRO JENNIFER

NAVARRO-MENA CARMIN

NEAR CASONDRA
NEGRETE JOSE G
NEGRON ELENA
NEGRON GERSON
NELSON MICHAELJ
NEVAREZ MARIANNE M
NEWBERRY GREGG R
NGUENDANG PHILIPPE

OFFICE ASSOCIATE
M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
RES CARE WORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
REHAB COUN SEN
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SEC THER AIDE TR
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
OFFICE ASSISTANT
PUB SERV ADM
SWITCHBRD OPR |
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

SOC SERV CR TR
HS CASEWORKER

HUM SRV CSWK MAN

RHB CASE CRD I
REG NURSE 2

M H TECHNICIAN 2
RES CARE WORKER
HS CASEWORKER
PA ELIG ASST

HUM SRV CSWK MAN

HS CASEWORKER

HUM SRV CSWK MAN

SOC SERV CR TR

30015
27012
19785
19785
19785
35825
19785
19785
27012
38277
19785
41320
19785
38158
19785
19785
19785
19785
19785
39905
19785
19785
35825
19785
19785
19785
27012
30010
37015
44411
19785
19785
19785
35825
41320
19785
19788
38142
38132
27012
38277
19785
35825
19788
19785
19788
41320

RC14
RCO9
RC62
RC62
RC62
RC28
RC62
RC62
RC09
RCO9
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RCO9
RC62
RC62
RC28
RC62
RC62
RC62
RC09
RC14
RC63
RC14
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC14
RC23
RC09
RC09
RC62
RC28
RC62
RC62
RC62
RC62

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Hindi

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



NIEMANN LORI C
NIETO MARIA E
NIEVES ANGELICA M
NIEVES DIANA M
NOACK TAMARA E
NOGUES PHILPPE
NORRIS BRIAN
NOWICKI ANDRZEJ S
NUEVO LAURA C
NUNEZ JAVIER

NUNO JOSE A
OCAMPO MELINDA S
OCHOA GISELLE
OCHOA YOLANDA
OCON EDUARDO
OCZKO CHRISTOPHER N
ODONNELL SHEILA M
OLIVARES MARIA F
OLIVO-SAENZ MARIA D
OLIYNYK OKSANA
OLMOS DAVID

OLMOS SERGIO O
OLSEN TAMMY L
OLSON COREY J
OLVERA GUADALUPE
OLWAN SADITA
O'NEILL SILVIA E
OREGARRO ADRIANNA
ORTEGA ANAR
ORTEGADILAURO RUTH
ORTIZ BERTHA

ORTIZ CLAUDIA

ORTIZ ERIKA

ORTIZ JOEL O

ORTIZ LUIS A

ORTIZ MARIBEL

ORTIZ MINNET

ORTIZ RAMON

ORTIZ RAULR

ORTIZ ROSA M

ORTIZ TAHANEE
ORTIZ TANIA
ORTIZCANCEL DAMARIE
OSORIO-ESTEBAN ARMA
OUSSIR YAMNA
PACHAR JONATHAN M
PACHECO BARBARA

EDUCATOR

PA ELIG ASST

HUM SRV CSWK MAN
EXECUTIVE 1

HAB PROG COORD
PA ELIG ASST

RES SERVICES SUP

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

M H TECHNICIAN 2
HS CASEWORKER

PA ELIG ASST
SOCSERV CRTR

RES CARE WORKER
REHAB COUN SEN
SOCSERV CRTR

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

LIC PRACT NRS 2
HUM SRV CSWK MAN
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER
HUMAN RESRCS SPC
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

PA QC RVWR
INTER SEC INV 2

SEN PUB SERV ADM
HUM SRV CSWK MAN
HS CASEWORKER
HUMAN RESRCS REP
HS CASEWORKER
SOCSERV CR TR

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

13100
35825
19788
13851
17960
35825
38280
19785
19785
19785
19785
27012
19785
35825
41320
38277
38158
41320
19785
19785
19788
19785
23552
19788
19785
19788
19785
19785
19788
19785
19785
19693
19785
19785
19785
35892
21732
40070
19788
19785
19692
19785
41320
19785
19785
19785
19785

RC63
RC28
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RCO9
RC62
RC28
RC62
RCO9
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
BBBR5
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Polish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Russian

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Arabic

Spanish

Spanish



PADIA ANGELIA M
PADILLA LUZ M

PAGAN MILAGROS
PALENCIA ROSALBA G
PANTOJA BRENDA
PANTOJA STEPHANIE
PAREDES MARIA G
PARTINGTON ROMELA N
PASILLAS ERICA
PAULAUSKAITE GIEDRE
PAVLOVSKY STANISLAV
PAWLINA STANISLAW
PEAN CHRISTINA M
PEDRAZA CLARAM
PEGUERO JUAN B
PEKNY SANDRA
PELAYO CYNTHIA
PELAYOBARBOSA KARLA
PERALES MARIO J
PERDOMO LILIANA
PEREZ ALMA P

PEREZ CECILIA

PEREZ CLAUDIA D
PEREZ ELENA A

PEREZ ELIDIA

PEREZ GREYS |

PEREZ LUIS

PEREZ LUIS A

PEREZ MARIA E

PEREZ MARIA P

PEREZ MARICELA
PEREZ MARLEN

PEREZ MELISSA A
PEREZ PATRICIA

PEREZ RAUL

PEREZ SONIAC
PEREZHERNANDEZ MARI
PEREZ-JIMENEZ KATIA
PERRY EDDIE L J

PERRY SHERRI L
PETERS LAURA
PHILLIPS CASHES L
PIERWIENIS MAGDA
PIN CATHY L

PINE KELLI A

PINEDA CESAR O
PINTOR ELISA G

M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

M H TECHNICIAN 2
HS CASEWORKER
SOCSERV CRTR
PHYSICIAN SPEC D
HS CASEWORKER
PUB SERV ADM

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST
HUMAN RESRCS SPC
EXECUTIVE 1

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
RHB CASE CRD Il
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
REG NURSE 1

M H TECHNICIAN 2
HUM SRV CSWK MAN
OFFICE ASSISTANT
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 1
REG NURSE 2

PA ELIG ASST

M H TECHNICIAN 1
PUB SERV ADM

HS CASEWORKER
EDUCATOR

PA ELIG ASST

HUM SRV CSWK MAN

27012
19785
19785
35825
19785
19785
35825
27012
19785
41320
32224
19785
37015
19785
19785
19785
19785
35825
19693
13851
19785
19785
19785
19785
19785
41320
38142
19785
19785
19788
38131
27012
19788
30010
19785
19785
19785
19785
27011
38132
35825
27011
37015
19785
13100
35825
19788

RC09
RC62
RC62
RC28
RC62
RC62
RC28
RCO9
RC62
RC62
RC63
RC62
RC63
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC23
RC09
RC62
RC14
RC62
RC62
RC62
RC62
RC09
RC23
RC28
RC09
RC63
RC62
RC63
RC28
RC62

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Russian

Russian

Polish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Polish

Spanish

Manual Communication
Spanish

Spanish



PISKIE KIMBERLY A
PLASCENCIA GISELA M
PLOCK BRENDA L
PORTILLO MASSIEL
PORTILLO REBECCA E
POWELL ANNA M
POWELL REBEKKA N
POZO EBER

PRATT KARI M

PRINCE CATHERINE
PROULX TAWNY L
PROVENCE STEPHANIE
PRZEKLASA MAGDALENA
PUCKETT SHARON E
PULIDO JOSE E

PYATT BONNIE M
QUEZADA MARISOL
QUINTANILLA ISABEL
QUINTERO NOELIA
RADLIFF LAURA R
RAHMAH MAY
RAMIREZ CLAUDIA M
RAMIREZ EVELYN
RAMIREZ IVETTE
RAMIREZ JUAN J
RAMIREZ KAREN
RAMIREZ LEONOR
RAMIREZ LISSETTE
RAMIREZ MARIA E
RAMIREZ XIOMARA
RAMIREZ-FELLOWS LOR
RAMOS GLORIA
RAMOS JESSICA
RAMOS MARIA G
RAMOS MARIBEL
RAMOS SONIA
RAMOS WILLIAM
RANGEL MARTHA'Y
RANGEL-GONZALEZ JOS
RAYA LAURA

REESE KATHLEEN D
RENNAU SETH D
RENTMEISTER ALICIA
RETEGUIN XOCHITLY
REYES GUADALUPE
REYES HECTOR

REYES LAUREN

M H TECHNICIAN 3
PA ELIG ASST

M H TECHNICIAN 2
HS CASEWORKER
HS CASEWORKER
REG NURSE 2

M H TECHNICIAN 2
PA ELIG ASST

PUB SERV ADM

M H ADMIN 1

REH WRKSP INST 1
EDUCATOR

HS CASEWORKER

M H TECHNICIAN 2
HS CASEWORKER
SUP SVC WORKER
HS CASEWORKER
SEC THER AIDE TR
OFFICE ASSISTANT
EDUCATOR
SOCSERV CRTR
PUB SERV ADM

HS CASEWORKER
OFFICE ASSOCIATE
PA ELIG ASST

PA ELIG ASST

ADM ASSISTANT 2
HS CASEWORKER
HUM SRV CSWK MAN
SOCIAL WORKER 3
HUM SRV CSWK MAN
HS CASEWORKER
SEN PUB SERV ADM
HS CASEWORKER
RHB CASE CRD Il
SOC SERV CR TR

HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

M H TECHNICIAN 2
EXECUTIVE 2
REHAB COUN SEN
PUB SERV ADM

HS CASEWORKER
HS CASEWORKER
SEN PUB SERV ADM

27013
35825
27012
19785
19785
38132
27012
35825
37015
26811
38192
13100
19785
27012
19785
44238
19785
39905
30010
13100
41320
37015
19785
30015
35825
35825

502
19785
19788
41413
19788
19785
40070
19785
38142
41320
19785
19785
19788
19785
27012
13852
38158
37015
19785
19785
40070

RC09
RC28
RC09
RC62
RC62
RC23
RC09
RC28
RC63
RC62
RC09
RC63
RC62
RCO9
RC62
RCO9
RC62
RCO9
RC14
RC63
RC62
RC63
RC62
RC14
RC28
RC28
RC28
RC62
RC62
RC63
RC62
RC62
BBBR5
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RCO9
RC62
RC62
RC63
RC62
RC62
BBBR5

Manual Communication
Spanish

Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Braille

Polish

Manual Communication
Spanish

Manual Communication
Spanish

Spanish

Spanish

Manual Communication
Arabic

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish



REYES SANDRA
REYES-RODRIGUEZ FRA
REYNA NAOMI

RHEE DEBBY

RICE MARY ANN
RICHARD REBECCA E
RICHARDSON RACHAEL

RIDENHOUR KRYSTAL M

RINEHART PAULA K
RIORDAN JOHN L
RIOS ABIGAIL

RIOS ALEJANDRA
RIOS ANTONIO

RI1OS DIXIE

RIOS JANESE E

RIOS JESSICA A

RIOS JOSE

RIOS LUZ N

RIOSSOTO ANA L
RITZ-KRISS JENNA L
RIVERA ARACELIS
RIVERA BRENDA
RIVERA HILDA R
RIVERA LOURDES M
RIVERA LUIS E

RIVERA MARIA |
RIVERA MARITZA
RIVERA MILDRED
RIVERA NICOLETTE
RIVERA NORBERTO
RIVERA NORMA
RIVERA RODOLFO P
RIVERA YENESIS E
RIVERO ELOISA G

ROA ROBERTO
ROACH LYNETTE A
ROBINSON JAMES B
ROBINSON JUSTIN L
ROBLES ANA'Y
ROBLES JAZMIN
ROBLES MARIBEL
RODRIGUEZ ANGEL R
RODRIGUEZ CARLOS A
RODRIGUEZ CHRISTIAN
RODRIGUEZ CLAUDIA B
RODRIGUEZ CLAUDIAJ
RODRIGUEZ DANIEL L

HS CASEWORKER

HS CASEWORKER
RHB CASE CRD Il

HS CASEWORKER
REHAB COUN SEN
REHAB COUN SEN
EDUCATOR

M H TECHNICIAN 2

M H TECHNICIAN 2
RES SERVICES SUP
HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER

PA ELIG ASST

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER
EDUCATOR

HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
MH REC SUP SPC 2
HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER
SOCSERV CRTR

SOC SERV CR TR

M H ADMIN 1

M H TECHNICIAN 2

M H TECHNICIAN 2
HS CASEWORKER

HS CASEWORKER
RHB CASE CRD I

HS CASEWORKER
RHB CASE CRD I

HS CASEWORKER
SOC SERV CR TR

RHB CASE CRD Il
EDUCATOR

19785
19785
38142
19785
38158
38158
13100
27012
27012
38280
19788
35825
19785
35825
19785
19785
19788
35825
19785
13100
19788
35825
19785
19785
19788
19785
19785
19785
26922
19785
19788
19785
19785
41320
41320
26811
27012
27012
19785
19785
38142
19785
38142
19785
41320
38142
13100

RC62
RC62
RC14
RC62
RC62
RC62
RC63
RCO9
RC09
RC62
RC62
RC28
RC62
RC28
RC62
RC62
RC62
RC28
RC62
RC63
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC09
RC09
RC62
RC62
RC14
RC62
RC14
RC62
RC62
RC14
RC63

Spanish

Spanish

Spanish

Korean

Manual Communication
Manual Communication
Braille

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



RODRIGUEZ EUNICE
RODRIGUEZ GRISELIS
RODRIGUEZ IRMA L
RODRIGUEZ JEANETTE
RODRIGUEZ JOSE G
RODRIGUEZ JOSE L
RODRIGUEZ JUANA M
RODRIGUEZ MARGARET
RODRIGUEZ MARISELA
RODRIGUEZ MARITSA
RODRIGUEZ MIRELY A
RODRIGUEZ NILZA M
RODRIGUEZRITAE
RODRIGUEZ VERONICA
RODRIGUEZBARRIGA BE
RODRIGUEZNIETO KATE
RODRIGUEZPALOMO ANA
ROJAS CONSUELO E
ROJAS FRANCISCO
ROJAS XOCHILT V
ROLDAN-KLADO GLORIA
ROMAN ANTONIA A
ROMAN BLANCAE
ROMAN FATIMA C
ROMAN JACKELINE A
ROMAN JESSICA
ROMAN MARIEN
ROMAN VICKY
ROMERO ALFREDO
ROMERO AMY
ROMERO CARLOS E
ROMERO JAMIE |
ROMERO-BERUMEN NORA
RONNETT MARGARETE A
ROSADO ANA K
ROSALES JUAN
ROSALES-MUNOZ ALYSS
ROSARIO MARGARO
ROSARIO MARIBEL
ROSILES MARGARITA
ROSILLO-KREZEL PAME
ROY SARA F
RUBALCAVA NIDIA M
RUBIO JESUS M

RUBIO VANESSA C

RUIZ AARON A

RUIZ EDELINA M

RHB CASE CRD Il
HS CASEWORKER
M H TECHNICIAN 3
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
SEN PUB SERV ADM
RES CARE WORKER
HS CASEWORKER
SWITCHBRD OPR |
PA ELIG ASST
REHAB COUN SEN
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
SOC SERV CR TR
EXECUTIVE 1

HS CASEWORKER
HS CASEWORKER
CLINICAL PSYCHOL
HS CASEWORKER
REHAB COUN

HS CASEWORKER
SEN PUB SERV ADM
HS CASEWORKER
HS CASEWORKER
EXECUTIVE 1
EDUCATOR

HUM SRV CSWK MAN

REHAB COUN SEN
HS CASEWORKER
RHB CASE CRD Il

REHAB COUN SEN

38142
19785
27013
19785
35825
19785
19785
35825
19785
19785
19785
19785
41320
19785
19785
19785
41320
19785
41320
19785
40070
38277
19785
44411
35825
38158
41320
19785
19785
41320
13851
19785
19785

8250
19785
38145
19785
40070
19785
19785
13851
13100
19788
38158
19785
38142
38158

RC14
RC62
RC09
RC62
RC28
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
BBBR5
RCO9
RC62
RC14
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC63
RC62
RC62
RC62
BBBR5
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC14
RC62

Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Braille
Spanish
Spanish
Spanish
Spanish
Spanish



RUIZ ELOINA

RUIZ JACQUELINE
RUIZ LIDIA

RUIZ LILIANA

RUIZ SANDRA
RUIZBAUTISTA LUISA
RUIZREYES LISBET J
SAAVEDRA NANCY
SABIN ANNA A
SACHA MICHAEL M
SAENZ LAURA
SAETTELE SARAH
SAGEZ PENNY E
SAINZ MARISELA
SAKOUVOGUI KAISSA A
SALASSALAS CARLOS
SALAZAR LUCIA
SALAZAR ROSIE E
SALCIDO VIOLETA
SALDANA LETICIA
SALDIVAR YELITZA AN
SALGADO ANAELY
SALGADO DEISY
SALGADO JESSICA
SALGADO YARELY
SALINAS ELVA
SALINAS LILIANA
SALINAS MARISOL
SALINAS NEOMI
SALMERON-DOMINQUEZ
SANABRIA BETHZAIDA
SANCHEZ ANAKAREN
SANCHEZ BEATRIZ
SANCHEZ CARLOS A
SANCHEZ DOLORES
SANCHEZ HUGO E
SANCHEZ LUCIA
SANCHEZ MARIA F
SANCHEZ NATHALIE
SANCHEZ NORMA A
SANCHEZ RAFAEL E
SANCHEZ ROXANNE
SANCHEZ YENEDID
SANDOVAL ARACELY
SANDOVAL BRENDA M
SANDOVAL ELVA
SANDOVAL MELISSA M

HS CASEWORKER
LIC PRACT NRS 2
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOCSERV CRTR
HS CASEWORKER
PA ELIG ASST
EXECUTIVE 2

HS CASEWORKER
HS CASEWORKER
EDUCATOR
EDUCATOR

PA ELIG ASST
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
RHB CASE CRD I
PA ELIG ASST

HS CASEWORKER
OFFICE COORD
PA ELIG ASST
REHAB COUN SEN
SOCSERV CRTR
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER

HUM SRV CSWK MAN

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
SOC SERV CR TR
HS CASEWORKER

HUM SRV CSWK MAN

HS CASEWORKER
PA ELIG ASST
RHB CASE CRD I
HS CASEWORKER
EXECUTIVE 1
SOC SERV CR TR

19785
23552
19785
19785
19785
41320
19785
35825
13852
19785
19785
13100
13100
35825
41320
19785
19785
38142
35825
19785
30025
35825
38158
41320
19785
19785
19785
19785
35825
19785
19785
19785
19785
19788
19785
19785
19785
19785
41320
19785
19788
19785
35825
38142
19785
13851
41320

RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC63
RC63
RC28
RC62
RC62
RC62
RC14
RC28
RC62
RC14
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC14
RC62
RC62
RC62

Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Polish
Spanish
Manual Communication
Manual Communication
Spanish
French
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish



SANDOVAL VANESSA A
SANTANA JACLYN MARI
SANTIAGO DEYSY A
SANTIAGO MARIA L
SANTILLAN DANIELA
SANTILLAN MICHELLE
SAUCEDO ROSA M
SAWCZUK-RACZKOWSKA
SAZAMA COLLEEN
SCHAFER RACHAEL M
SCHAVE MARSHA J
SCHMIDTCANTRELL JEN
SCHMITT ANN M
SCOTT CRYSTAL
SCOTT MEGAN J
SCUDDER TODD K
SEARCY GIESELLE P
SEBASTIAN RODRIGO
SEDA ANNETTE
SEGUIN TRACIE A
SENA MARIAD
SERNA-PEREZ ANGELIC
SERRANO CLAUDIA
SERRANO GIANNI N
SERRANO MARIA E
SERRANO MAYRA A
SERRANO SANDRA S
SERVIN NORMA C
SHEA LANAD
SHERIDAN TARA
SHOEMAKER SANDRA K
SIAG BAYAN M
SIDDIQUE ZAHOOR K
SIERRA MARIA D
SIFUENTES SANDRA P
SILVA LORENA

SILVA MARICELA

SIMS TERESITA A
SKORA ERICA A

SLOAN MELISSA N
SMITH DENICE M
SMITH KATLYN C
SMITHSON ERICJ
SOMERS JULIE E

SORI ROLANDO
SORIANO MARIBEL
SOSA CRISTIAN

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
REG NURSE 1
OFFICE COORD
ADM ASSISTANT 2
HEAR SPCH SPEC
M H TECHNICIAN 2
REIMBUR OFF 1
REHAB COUN SEN
EDUCATOR

M H TECHNICIAN 2
HEAR SPCH SPEC
M H TECHNICIAN 2
HS CASEWORKER
SOCSERV CRTR
REHAB COUN

HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

PA ELIG ASST
EXECUTIVE 1

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
HUM SRV CSWK MAN
EDUCATOR

REH WRKSP INST 1
LIC PRACT NRS 2
HS CASEWORKER
HS CASEWORKER
SOC SERV CR TR
HS CASEWORKER
PUB SERV ADM

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
REHAB COUN SEN
PUB SERV ADM
REHAB COUN
REHAB COUN SEN
OFFICE ASSISTANT
HS CASEWORKER
M H TECHNICIAN 1

19785
19785
19785
19785
19785
38131
30025

502
18233
27012
38199
38158
13100
27012
18233
27012
19785
41320
38145
19785
19785
35825
35825
13851
19785
19785
19785
19788
13100
38192
23552
19785
19785
41320
19785
37015
19785
19785
19785
27012
38158
37015
38145
38158
30010
19785
27011

RC62
RC62
RC62
RC62
RC62
RC23
RC14
RC28
RC63
RCO9
RC62
RC62
RC63
RCO9
RC63
RCO9
RC62
RC62
RC62
RC62
RC62
RC28
RC28
RC62
RC62
RC62
RC62
RC62
RC63
RC09
RC28
RC62
RC62
RC62
RC62
RC63
RC62
RC62
RC62
RC09
RC62
RC63
RC62
RC62
RC14
RC62
RCO9

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Polish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Arabic

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Manual Communication
Spanish

Spanish

Spanish



SOTO MARITZA K
SOTO ZONIA

SPANG LACEY F
SPOTTS LORI
STANBERRY SCOTT
STANLEY KIMBERLY K
STASIAK-BORKOWSKI A
STAUBITZ NANCY S
STAUFFER PEGGY S
STEPHENSON PEGGYJO
STEWART COREEN L
STGERMAINE KIMBERLY
STIAVA CHARLES J
STIMSON JUN

STONE JESSICA
STRANBERG RENEE E
STREITMATTER BRANDO
SULLIVAN KELLY
SWERTFEGER KARA
SWIFT MISTY L
TABBAA FERAS
TADJERE KOMI

TANG WENYU

TANNER JASMINE K
TAPIA KARINA

TAPIA LESLIE A

TAYLOR MARCIE L
TEJEDA ROSALINDA
TELLEZ ELIZABETH
TEMBLADOR ANA A
TERAN CLAUDIA
TERRONEZ CRISTAL G
THOMAS TERRA J
THOMPSON HEATHER M
TINOCO ERICKA

TODD JEFFREY L
TOKARSKA KINGA M
TOLENTINO ANGELICA
TOMAS SUSAN M
TORO ANNETTE M
TOROVILLASENOR KASS
TORRES CIARAY
TORRES ERICKA
TORRES JAZMIN C
TORRES MARTHA
TORRES RAMIRO
TORRES RAQUEL

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 3
PUB SERV ADM

HUM SRV CSWK MAN

M H TECHNICIAN 2
HS CASEWORKER
M H TECHNICIAN 3
EDUCATOR
EDUCATOR

HEAR SPCH SPEC
CLINICAL PSYCHOL
SOCSERV CRTR
HS CASEWORKER
REHAB COUN SEN
SOC SERV CR TR
SEN PUB SERV ADM
DIETICIAN
EDUCATOR

SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
M H TECHNICIAN 2
SOC SERV CR TR
HS CASEWORKER
EDUCATOR

HS CASEWORKER
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
REG NURSE 2
ACCOUNT TECH 2
HS CASEWORKER
M H TECHNICIAN 2
SOC SERV CR TR
HS CASEWORKER
HS CASEWORKER
PA ELIG ASST

PA ELIG ASST

HUM SRV CSWK MAN

HS CASEWORKER
HS CASEWORKER

HUM SRV CSWK MAN

HS CASEWORKER
HS CASEWORKER

19785
19785
19785
27013
37015
19788
27012
19785
27013
13100
13100
18233
8250
41320
19785
38158
41320
40070
12510
13100
41320
19785
19785
27012
41320
19785
13100
19785
19785
19785
35825
19785
38132
116
19785
27012
41320
19785
19785
35825
35825
19788
19785
19785
19788
19785
19785

RC62
RC62
RC62
RCO9
RC63
RC62
RC09
RC62
RC09
RC63
RC63
RC63
RC63
RC62
RC62
RC62
RC62
BBBR5
RC62
RC63
RC62
RC62
RC62
RCO9
RC62
RC62
RC63
RC62
RC62
RC62
RC28
RC62
RC23
RC14
RC62
RC09
RC62
RC62
RC62
RC28
RC28
RC62
RC62
RC62
RC62
RC62
RC62

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Polish

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Spanish

Chinese

Spanish

Manual Communication
Spanish

Manual Communication
Manual Communication
Manual Communication
Arabic

French

Chinese

Manual Communication
Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Spanish

Manual Communication
Polish

Spanish

Polish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish



TORRESDEJIMENEZ PAT
TOWNSEND EL

TRICE VICKIE

TRUJILLO GUADALUPE
TRUJILLO JUAN D
ULLOAMEDINA ANGELIN
UMANA AMANDA L
UMARBEKOVA TAIIRGUL
URBINA EDUARDO
URIOSTEGUI NILA Z
URIZAR JOSEPH A
VALADEZ JUAN

VALDES GRISELDA
VALDEZ ALICIA

VALDEZ GUILLERMINA
VALDEZ LORENA
VALDEZ SALOMON R
VALDEZIBARRA GABRIE
VALENZUELA JOYCE M
VALLEJODELVALLE JUA
VANCIL SAMANTHA
VANLOO ROBIN
VANVALEY KATHRYN E
VARELA FLOYD

VARGAS FERNAN D
VARGASGUERRERO BREN
VARGASMOLINA JACQUE
VASQUEZ ALEJANDRO
VASQUEZ ANNA |
VASQUEZ-DELREAL RAQ
VAUGHN MADALYN C
VAUPEL KATHRYN
VAZQUEZ CAROLINA
VAZQUEZ FELIPA J
VAZQUEZ GLORYMAR
VAZQUEZ METZERI
VAZQUEZ MICHELLE
VAZQUEZ TATIANA
VAZQUEZ VIRGINIA
VEACH JONATHAN P
VEGA ANDREW J

VEGA ESTELA

VEGA ISRAEL

VEGA MARGARITA
VEGA MARIBEL A

VEGA PATRICIA A

VEGA SUSANA

PA ELIG ASST

M H TECHNICIAN 3
REHAB COUN SEN

HS CASEWORKER
SOCSERV CRTR
OFFICE ASSISTANT
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
HUMAN RESRCS REP
HS CASEWORKER
REHAB COUN SEN
REG NURSE 1
EXECUTIVE 2

RHB CASE COORD |
HUM SRV CSWK MAN
HS CASEWORKER
RHB CASE CRD Il

HS CASEWORKER

M H TECHNICIAN 1

M H TECHNICIAN 2
EDUCATOR

PA ELIG ASST

HUM SRV CSWK MAN
M H TECHNICIAN 3
HS CASEWORKER
SOC SERV CR TR
OFFICE COORD
REHAB COUN SEN
HEAR SPCH SPEC

M H TECHNICIAN 5
SOCSERV CRTR

HS CASEWORKER
HUM SRV CSWK MAN
PA ELIG ASST

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
REHAB COUN SEN

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
REHAB COUN SEN
HUM SRV CSWK MAN
HS CASEWORKER
SOCSERV CRTR

35825
27013
38158
19785
41320
30010
19785
19785
19785
19785
19692
19785
38158
38131
13852
38141
19788
19785
38142
19785
27011
27012
13100
35825
19788
27013
19785
41320
30025
38158
18233
27015
41320
19785
19788
35825
19785
19785
19785
38158
19785
19785
19788
38158
19788
19785
41320

RC28
RC09
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC23
RC62
RC14
RC62
RC62
RC14
RC62
RC09
RCO9
RC63
RC28
RC62
RC09
RC62
RC62
RC14
RC62
RC63
RC09
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62

Spanish
Manual Communication
Manual Communication
Spanish
Spanish
Spanish
Spanish
Russian
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Manual Communication
Manual Communication
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Manual Communication
Manual Communication
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Manual Communication
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish
Spanish



VELA ALEXANDRA M
VELA CAROLYN G
VELAZQUEZ ADRIANA
VELAZQUEZ ROGELIO
VELEZ FRANCISCO
VELEZ MAKISHA
VELEZ NITHZA

VERA VICTOR M
VICENTE LETICIA
VICENTE MARIA B
VIEIRA JOSEPH A
VILLA ANGEL M

VILLA LUCIA

VILLALBA IRMA F
VILLALOBOS BENJAMIN
VILLALOBOS GABRIELA
VILLALPANDO CRISTIN

VILLALPANDO OSMIN O

VILLANUEVA SILVIA
VILLASENOR MIGUEL A
VILLEGAS CESAR
VILLEGAS MAYRA F
VILLELA MELANIA
VIRAMONTES ROSA M
VIVEROS YARELY
VOITH DIANA M
WADE ERIN J
WAGNER BRADLEY W
WALLACE TAMMY L
WALLERSTEIN CRAIG A
WALLS MAGDALENA A
WALTER LYNETTE L
WASKI LAURA BASTIAN
WATKINS KAHLEY E
WATSON KEVIN J
WAYLAND JOSHUA L
WEIGLE REBECCA L
WEISTART ADA R
WELCHER MARTHA E
WENDEL ESMERALDA
WHITE KEYONTEZ D
WIDELSKI MICHAEL L
WILLIAMS JUDITH A
WILLIAMS MEGHAN L
WILLIAMS SHELLEY R
WILLIAMS TODD D
WILLIAR MICHAEL

HUM SRV CSWK MAN
HS CASEWORKER
HUM SRV CSWK MAN
OFFICE ASSISTANT
HS CASEWORKER

RES CARE WORKER
HUM SRV CSWK MAN
HS CASEWORKER
EXECUTIVE 2

PA ELIG ASST
EXECUTIVE 2

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

PA ELIG ASST

PA ELIG ASST

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

M H TECHNICIAN 2
HS CASEWORKER
ADM ASSISTANT 2
RHB CASE CRD Il

PUB SERV ADM

HS CASEWORKER
REHAB COUN
CLINICAL PSYCHOL
REG NURSE 1

REH WRKSP INST 1
REHAB COUN SEN

HS CASEWORKER
EXECUTIVE 2

HUM SRV CSWK MAN
RES CARE WORKER

M H TECHNICIAN 2
RES CARE WORKER
LIC PRACT NRS 2

HS CASEWORKER

HS CASEWORKER

M H TECHNICIAN 3

M H TECHNICIAN 3
HUM SRV CSWK MAN
EDUCATOR

REHAB COUN SEN
RES CARE WORKER
PUB SERV ADM

REH WRKSP INST 2

19788
19785
19788
30010
19785
38277
19788
19785
13852
35825
13852
19785
19785
19785
35825
35825
19785
19785
19785
27012
19785
502
38142
37015
19785
38145
8250
38131
38192
38158
19785
13852
19788
38277
27012
38277
23552
19785
19785
27013
27013
19788
13100
38158
38277
37015
38193

RC62
RC62
RC62
RC14
RC62
RCO9
RC62
RC62
RC62
RC28
RC62
RC62
RC62
RC62
RC28
RC28
RC62
RC62
RC62
RCO9
RC62
RC28
RC14
RC63
RC62
RC62
RC63
RC23
RC09
RC62
RC62
RC62
RC62
RC09
RC09
RC09
RC28
RC62
RC62
RC09
RC09
RC62
RC63
RC62
RC09
RC63
RC09

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Polish

Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Manual Communication
Spanish

Spanish

Manual Communication
Manual Communication
Polish

Manual Communication
Manual Communication
Manual Communication
Manual Communication
Manual Communication



WILSON AUSTIN M
WILSON DANIK
WODJENSKI MATT M
WODZINSKI IRENE
WORTMAN ROSARIO M
WSZOLEK KRZYSZTOF
YANG ZHUYA
YELESWARAPU VIJAYAL
YEPEZ VIVIANNA
YNIGUEZ JOSE G
ZACARIAS AMPARO
ZACARIAS DAVID
ZACARIAS RAMIRO
ZACATZI SOCORRO E
ZAJDEL AGNES
ZAMBRANO ADRIANA R
ZAMBRANO REMEDIOS
ZAMBRANO-PRINCIPATO
ZAMORA LUIS M
ZAPADINSKY STACY R
ZAPATA-GUTIERREZ AL
ZARAGOZA JESSICA
ZARAGOZA MARIANA
ZARATE SANDRA L
ZAVALA CESAR
ZAWORSKI ELZBIETA
ZEILNER MICHAEL
ZENATI GABRIELA
ZENG MUIJIAO

ZHANG LYDIAM
ZITELMAN ELISHAJ
ZITELMAN MIKAEL T
ZUNIGA DELIA

ZUNIGA MIGUEL ANGEL

M H TECHNICIAN 2
RES SERVICES SUP
RES CARE WORKER
M H TECHNICIAN 2
PUB SERV ADM
OFFICE ASSISTANT
HUMAN RESRCS REP
SOCSERV CRTR
SOCSERV CRTR

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER
PA ELIG ASST

HS CASEWORKER
PUB SERV ADM
SOCSERV CRTR
REHAB COUN SEN
STAFF DEV SPEC 1
SOCSERV CRTR
RHB CASE CRD Il

HS CASEWORKER
HUM SRV CSWK MAN
HS CASEWORKER

HS CASEWORKER

HS CASEWORKER
PA ELIG ASST

HUM SRV CSWK MAN
M H TECHNICIAN 2
M H TECHNICIAN 2
PA ELIG ASST

HS CASEWORKER

! State Services Assurance Act, 5 ILCS 382/3-1 et seq.

2 1d, at §§3-5, 3-10.
31d, at §3-5.
41d.

27012
38280
38277
27012
37015
30010
19692
41320
41320
19785
19785
19785
19785
19788
19785
35825
19785
37015
41320
38158
41771
41320
38142
19785
19788
19785
19785
19785
35825
19788
27012
27012
35825
19785

RC09
RC62
RC09
RCO9
RC63
RC14
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RC63
RC62
RC62
RC62
RC62
RC14
RC62
RC62
RC62
RC62
RC62
RC28
RC62
RCO9
RC09
RC28
RC62

Manual Communication
Manual Communication
Manual Communication
Polish

Spanish

Polish

Chinese

Hindi

Spanish

Spanish

Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Spanish

Spanish

Spanish

Manual Communication
Spanish

Spanish

Spanish

Spanish

Spanish

Polish

Spanish

Spanish

Chinese

Chinese

Manual Communication
Manual Communication
Spanish

Spanish



ILLINOIS

M S DEPARTMENT OF CENTRAL
(: MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) [ Ee T orioNcobe: | 2. POSITION NUMBER

Existing Pasition

00115-10-43-250-17-20

[New/Revised Position

Account Technician | 20 MC 00115-10-43-220-87-20

3. AGENCY

4. BUREAU/DIVISION SORAMT & WORK |7 a8, |k aubit |9 oreiceuse

Existing Postiion

New/Revised Pasition

Department of Human Services Division of Rehabilitation Services 0O 069 N R
10. SECTION b1, UNIT . 12.TRANSACTION CODE 13. EFFECTIVE DATE
Existing Position

Support Services - Dietary 2/01/08
New/Revised Position . -
Illinois School for the Deaf K-8/Dietary MAO2]  ESTABLISH

[] MC022 EXEMPT CODE CHANGE

14, WORK LOCATION 15. BARGAINING/TERM R

[l MC024  POSITION NO. CHANGE
MC026 CLARIFY

Existing Position

MC027  ADDITIONAL IDENTICAL CHANGE
MC028  WORK COUNTY CHANGE
MDO21  ABOLISH

New/Revised Position

Jacksonville RCO14 \\

| | MC14% DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
MCi58  UPWARD REALLCCATION

% OF TIME | 16. COMPLETE. CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25%

20%

15%

15%

10%

10%

5%

| Under general supervision of the Dietary Manager, performs technical accounting work in maintaining

| accounting records for the Federal Meal Subsidy Program at the Illinois School for the Deaf (ISD). Performs
daily meal counts, enters data into computer, performs inventories duties and maintains cost information on all
meals. Prepares monthly reimbursements claims from journal entries. Prepares all required statistical and

| budgetary documents. Reconciles on-site information with reports from ISBE and the federal government.

| Utilizes sign language in daily performance of duties. '

I
{ SPECIFICALLY:

|1, Performs technical accounting work in maintaining, analyzing and reconciling accounting records for the

| Federal Meal Subsidy Program at ISD. Establishes journals, automated logs and required documentation on

| the number of ISD students participating in this program. Performs a daily meal count of students. Utilizing
| an automated log, enters participant information on a daily basis.

| 2. Prepares commodity inventory by rfumbering requisitions from all departments. Prepares weekly reports

| related to inventory, maintains the scanner ie; uploading and charging.

|

| 3. Tracks payroll costs for ISD dietary staff related to the subsidy program. Computes costs related to the
time spent on subsidy meal preparation, clean up, activities, work hours, and overtime. Utilizes sign language
i in daily performance of duties.

| 4. Prepares annual budgetary and statistical reports related to the program in compliance with ISBE and
| federal reporting procedures. Balances accounts and journals with ISBE and federal records; reconciles.

: 5. Assists Dietary Manager in such duties as timekeeping, physical inventory and reports related to Dietary
I Management,

| 6. Maintains daily attendance logs and prepa%%‘ﬂmmg claims for reimbursement from ISBE. Posts and
| balances journal entries, reimbursement and mo mﬁ‘p&? Ssgzwq_.s
INEy
I 7. Performs other duties as required or assign@ﬂ%@igh f!}ﬁ reasonably within the scope of the duties
| enumerated above. ]‘E _ 3 _
I C 1S,

IMMEDIATE supgmégs@,ig‘?waﬁ
CEs

pOyiED .L(ééa@ ﬁ/ M



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

' 1. POSITION TITLE WORKENG TITLE (IF ANY) B o ShToMCobE 2. POSITION NUMBER

- 00116-10-43-400-12-20

"NEW/REVISED POSITION '
IVIC 00116-10-43-140-12-20

Account Technigianl | g0 | VM TRIRTREIREET

: : 8. WORK 7M1 8,

3. AGENCY 4. BUREAU/DIVISION EXMT  GolRTy  AUTH Aup S OFFICEUSE

;"AES(I'STEN"G"ﬁéé'l‘i‘ib'N'"""" ' Y P R f '

: NEW/REVISED POSITION Divisi R ;;AIN;:_ e .".Tw_wm_.u_.wwz,,w.__m,....._z__.._.k..._._éw__"m“w T
ivision of Rehabilitation i

Department of Human ' Services .0 069 1 R

Services T S A S

: T 12 TRANSACTION 13. EFFECTIVE

(l0.SECTION WUNTo o CODE______ _ DATE .

EXISTING POSITION , . MAOQ‘I

6/1/21

E“\!E TABLISH

| Business Office E A022 EXEMPT CODE CHANGE
NEW/REVISED POSITION JON [} 'mt\ C024 POSITION NUMBER CHANGE
lllinois School for the

Deaf/lllinois School for the /ﬂﬁncoae CLARIFY
Sisually Impaired Personnel B

' O MC027 ADDITIONAL IDENTICAL

. 14. WORK LOCATION é%géRGA‘NiNG"TERM EQEQI;T . CHANGE

e ) . e e [0 MC028 WORK COUNTY CHANGE
EXISTING POSITION ' { O MD021 ABOLISH

S . [0 MC149 DOWNWARD REALLOCATION

; ED POSITION RCO14 N ' 1 MC150 LATERAL REALLOGATION
Jacksonvnlle/Morgan B EJ MC158 UPWARD REALLOCATION

: ?I{T!\?é: 16. GOMPLETE CURHENT AND ACCUF{ATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

IS iorl

20% 1. Serves as pnmary timekeeper for both ISVI/ISD schools.

|

E * Inputs employees’ daily attendance on computerized payroll system.

E o Meets with UnitvSupport area timekeepers to resolve outstanding timekeeping issues

| including incorrect or no entries, etc., and advises on timekeeping codes and entries.

E Creates and assigns employees on appropriate timekeeping schedules.

E » Establishes and maintains file system for staff attendance reports, resignations,

‘; | retirement, etc.

| ¢ Provides guidance and training to school timekeepers on data entry into the

E ‘ timekeeping system, form completion of the daily report, and submission of the monthly
g attendance reports.

| Ensures that the monthly attendance reports are completed timely.

| ¢ Meets with internal and external auditors relative to timekeeping issues and

& discrepancies in records.

E

Position #00116-10-43-140-12-20 Page 1 of 4



CMS

ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
RO 15 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
20% Independently performs technical accountmg work requmng knowledge and understanding of
the agency’s payroll, timekeeping, and insurance programs for ISD/ISVI.

* Independently prepares, calculates, verifies, reconciles, and processes employee
garnishments in a complex and technical agency payroll through interpretation and
exercising judgement of Central Management Services (CMS) rules and regulations
along with bargaining unit agreements.

+ Posts and records payrol! withhelding fair share, union dues, credit union, voluntary

_ deductions, adjustments, and refunds.
¢  Computes lump sum payments for eligible terminated employees, by reviewing and
verifying attendance records.

* Computes days paid for employees who have leave without pay, suspension and leaves :

" of absence. ;

* Maintains accounts payable for payments due to employees resulting from union
contract provisions such as temporary assignment period and result in the
establishment of a separate account posted by pay period.

+ Monitors retirement expenditures balances per funding source to ensure sufficient
balances are available to process the agency’s payroll vouchers.

e Prepares, calculates, verifies and processes back wage claims for both schools.

* Prepares, verifies, and posts W-4 card information, direct deposit, insurance premium
schedules for new emplayees on the Customer Information Control System for Mental
Health (CICMH) system.

* Provides FMLA hours to Personnel Director in timely manner.

15% Explains the operations of ttmekeeping and payroll procedures at ISD/ISVI with new
employees.

» Assists Central Office Payroll with ISD/ISV| school specific procedures per contractual
agreements, MOU'’s (Memorandums of Understanding), etc.

+ Serves as a liaison with internal and external auditors on timekeeping issues, monthly
attendance reports, and payroll dates and amounts.

i Reviews and assists other timekeeping staff on audit questions.

E Serves as lead for any audit guestions on timekeeping concerns.

. 15% Independently prepares and completes each school's Teacher Retirement Report at fiscal
; yearend.

i

| * Submits the report for verification to the Teachers Retirement System (TRS).

¢ [ndependently works with TRS to adjust as needed to complete the report.

e Supplies backup documentation and details to verify the report to TRS.

10% Receives and processes court orders, subpoenas, tax levies and garnishments from circuit
clerks.

Position #00116-10-43-140-12-20 Page 2 of 4



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

e e e

g e
: 'I{;N?I:t.: 16 COMPLETE CURF{ENT AND ACCURATE STATEMENT OF POSITiON ESSENTIAL FUNCTIONS

« Calculates and processes the appropriate deductions to be withheld from employee s
salary.

¢ Maintains a tracking system to ensure compliance with time frames specified on the
summons.

e Gathers information and prepares calculations or reports on back wage claims and
supplemental payrolls in compliance with Central Management Services’
rules/regulations and bargaining unit agreements.

* Manually calculates FICA, retirement and State and Federal Taxes, Insurance, and
miscellaneous voluntary deductions.

0% 6. Utilizes manual communication to communicate with staff and employees who are deaf and/or
hard of hearing daily, :
5% 7. Responds to correspondence and technical inguiries.

* Prepares special reports as needed, and advises the supervisor concerning potential
problem areas.

5°/8Performsotherdut|es as assigned or required which are reasonably within the scope of duties
‘ enumerated above.

?1 7. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsrble for asmgnmg and revrewmg
é work, preparing, conducting, and srgnmg performance evaluations; effectively recommending and imposing
drsc:pimary action and adjusting grievances for the incumbent of this position.)
" \WORKING TITLE (IF ANY)
Human Resource SpeC|al|st 19693 10- 43 100 00 20 i Personnel Dlrector

HECK THE APPROPR?ATE BOX FF THIS POSITiON IS A T

e et ot

O Supervisor O 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 humber, and number of
subordinate incumbents or authorized funded headcount.

Position Tite _WPosmon Numberm No of lncumbents 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 two years of college.
2. Requires one year of technical accounting experience
OR
four years of related clerical bookkeeping experience.
3. Requires to ability to communicate through manual communication at a colloquial skilf level,

Position #00116-10-43-140-12-20 Page 3 of 4



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.

“Knowledge. Skills, and Abilities
1.

[ —— s e, - ey v PRI - T T T e wmmene wC T R

20 CONDITIONS OF EMPLOYMENT :

N e s e e e e e e vt e o e et

"21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-

' encompassing or to address all responsibilities of the position.

Under direction, serves as primary timekeeper for both ISVI/ISD schools; independently performs technical
accounting work requiring knowledge and understanding of the agency’s payroll, timekeeping and insurance
programs for the {llinois School for the Deaf (ISD)/lllincis School for the Visually Impaired (ISVI). Serves as a
limison with internal and external auditors on timekeeping issues; responds to correspondence and technical
inquiries; explains the operations of timekeeping and payroll procedures at 1ISD/ISVI with new employees.
Receives and processes court orders, subpoenas, tax levies and garnishments from circuit clerks. Utilizes
manual communication for those functions requiring interaction with students and staff who are deaf and/or hard

of hearing.

. 22. ABOUT THE AGENCY/BUREAU/PROGRAM - |

. IDHS serves families in need across lllincis. Our mission is providing equitable access to social

i services, supports, programs and resources to enhance the lives of all who we serve. We are

. committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and Kindness.

| DIRECTOR OF CMS " IMMEDIATE SUPERVISOR AGENCY HEAD DATE
LSIGNATUHE“ o _ ., SIGNATURE ..  SIGNATURE : .
| gaw.l Gg-h. 527%;12}” - 6/3/21
A 3
" \\\
W

Position #00116-10-43-140-12-20 Page 4 of 4



CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Activity Therapist
Coordinator

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental
Center

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

Dixon/Lee County
% OF
TIME

20% 1.

°
°
°
20%

Position # 00160-10-73-010-00-20

WORKING TITLE (IF ANY) | Ble A PO O obe | 2. POSITION NUMBER
20 MC 00160-10-73-010-00-20
5.
4. BUREAU/DIVISION EXMT g—o"‘(ﬁﬁ’; Z—UAT’L iUDIT 9. OFFICE USE
CODE
Division of Developmental 0 052 1 R
Disabilities
12. TRANSACTION 13. EFFECTIVE
L2 it CODE DATE
00 MA021 ESTABLISH 12/1/2022

1 MA022 EXEMPT CODE CHANGE
1 MC024 POSITION NUMBER CHANGE

Activity Therapy Services MCO026 CLARIFY

(1 MC027 ADDITIONAL IDENTICAL

:(L:%EI?EARGAINING/TERM E%QI\F{T CHANGE
[0 MC028 WORK COUNTY CHANGE
] MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION
RCO062 N [0 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Coordinates the Activity Therapy program for the Mabley Developmental Center.

Provides direct therapy to individuals.

Provides guidance and training to direct care staff assigned to various phases of the
activity therapy program, as well as community staff, in providing activity therapy
programs and recording information regarding program implementation.

Provides consultation on techniques, procedures, programs and training devices.
Coordinates the Special Olympics Program for the center.
Prepares monthly activity calendars for special events.

2. Participates as a member of the Interdisciplinary (ID) Team,

Makes detailed analysis and evaluation of assigned individuals’ needs and their
responses to treatment.

Gathers, organizes and presents this information to the team.

Prepares and receives recommendations regarding treatment for assigned individuals
on the unit.

Incorporates suggestions received into the individual treatment plans developed for
assigned individuals.

Assists other team members in developing plans for assigned individuals.

Page 1 of 3



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

0
?I)M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
15% 3. Provides individual and group activity therapy programs that include responsibilities involving

extended work hours and assignments to different shifts.
Provides individual and group activity therapy programs.
Records data regarding each individuals’ behavior and acceptance of the activity.
e Prepares and maintains records and reports to document activity therapy programs and
the monthly progress of assigned individuals.
o Physically restrains individuals as necessary to prevent injury to individual or others.
e In performance of job duties works after business hours, weekends and holidays.
15% 4. Serves as designated lead worker.
e Assigns and reviews work.
e Provides guidance and training to assigned staff.
e Advises immediate supervisor regarding performance of staff.
10% 5. Utilizes manual communication skills with individuals who are deaf and/or hard of hearing.
5% 6. Conducts activity therapy training programs for employees, volunteers and other agencies.
e Presents in-service training to employees in various subjects such as Aggression
Management, Non-Violent Crisis Intervention, Leisure Time Training and contributes to
other training programs.
e Coordinates sign language training.
e Travels in performance of job duties.

5% 7. Attends and actively participates in training.
5% 8. Determines the equipment and supplies needs of the Activity Therapy program and requisitions
such.
e Prepares work orders.
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)
Mental Health Administrator | 26811-10-73-010-00-01

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

(] Supervisor 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 Incumbents or Funded Vacancies
Mental Health Technician IV 27015-10-73-010-00-20 1

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

Minimum Qualifications

Position # 00160-10-73-010-00-20 Page 2 of 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.

1. Requires a bachelor's degree with a major in therapeutic recreation, music therapy, art therapy, dance
therapy and drama therapy, leisure studies or recreation with a specialization in recreational therapy,
including successful completion of approved internship, fieldwork or practicum, supplemented by two
years of professional experience as an Activity Therapist.

OR

Requires a master’s degree with a major in therapeutic recreation, music therapy, art therapy, dance
therapy, drama therapy, leisure studies or recreation with a specialization in recreational therapy and
one year of professional experience as an Activity Therapist.

2. Requires the ability to communicate utilizing manual communication at a novice skill level.

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to physically restrain individuals as necessary to prevent injury to individual or others.

2. Requires the ability to work after business hours, weekends and holidays.

3. Requires 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 Division of Developmental Disabilities is seeking to hire an Activity Therapist Coordinator for the Mabley
Developmental Center located in Dixon, lllinois to coordinate the Activity Therapy program and to provide direct
therapy to individuals. Serves as designated lead worker to lower-level staff and provides guidance and training
to direct care staff assigned to various phases of the activity therapy program. Participates as a member of the
Interdisciplinary (ID) Team. Prepares and maintains records and reports. Conducts activity therapy training
programs. Attends and actively participates in training. Determines the equipment and supplies needs of the
Activity Therapy program. Responsibilities involve extended work hours and assignments to different shifts.
Utilizes manual communication skills with individuals who are deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across Illinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR
SIGNATURE

ﬁ/)f/xﬁ"fg* ?QWM 1217/22

12/14/22

DIRECTOR OF CMS SIGNATURE AGENCY HEAD SIGNATURE DATE

Position # 00160-10-73-010-00-20 Page 3 of 3



ILLINOCIS DEPARTMENT QF .

C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE {(F ANY) | Furcos [ FESTowing |2 POSITION NUMBER
Y

xisting Position 00160-10-73-010-00-01
New Revised Position
Activity Therapist Coordinator 20 MC 00160-10-73-010-00-20
3. AGENCY 4. BUREAL/ DIVISION S T T | s | PO
Existing Position
New Revised Posits .
De:pa?‘t;:en? ;H;gf{uman Services Division of Developmental Disabilities 0 052 | 1 R
10. SECTION 11, UNIT = ;Zimsacmn T3 EFFECTIVE UATE
Existing Position - 11-01-19
New/Revised Posiion - L . . )
Mabley Developmental Center Activity Therapy Services g A oK CHANGE

14, WORK LOCATION

Rutan
Erprrpt

WO POSITION NUMBER CHANGE

15 BARGAINING/TERM CODE B MCOX CLARIFY

Exmting Peption

0 MCO27 ADDITIONAL IDENTICAL CHANGE
{1 MCO28 WORK COUNTY CHANGE
7 M2t ABOLISH

New Brviscd Pasition
Dixon, Lee County

£ MC149 DOWNWARD REALLOCATION
3 MCI58 LATERAL REALLOCATION
7] MCI58 UPWARD REALLOCATION

RCO62 N

6. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, coordinates the Activity Therapy program for the Mabky Developmental Center
and provides direct therapy to individuals. Serves as designated lead worker lo lower level staff and provides

¢ guidance and training 10 direct care staf¥ assigned to various phases of the activity therapy program;

participates as 2 member of the Interdisciplinary (ID) Team. Prepares and maintains records and reports.
Conducts activity therapy training programs; attends and actively participates in training. Delermines the
equipment and supplies needs of the Activity Therapy program. Responsibilities involve extended work
hours and assignments to different shifts. Utilizes manual communication skills with individuails who are deaf

1. Coordinates the Activity Therapy program [or the Mabley Developmental Center; and provides direct
therapy to individuals; provides guidance and training to direct care staff assigned to various phases of the
activity therapy program, as well as community staff, in providing activity therapy programs and recording
information regarding program implementation. Provides consultation on techniques, procedures, programs
and training devices. Coordinates the Special Olympics Program for the center; prepares monthly activity

2. Participates as a member of the Interdisciplinary (ID)) Team, makes detailed analysis and evaluation of
assigned individuals® needs and their responses to treatment, Gathers, organizes and presents this information
to the team. Prepares and receives recommendations regarding treatment for assigned individuals on the unit.
Incorporates suggestions received into the individual treatment plans developed for assigned individuals.
Assists other team members in developing plans for assigned individuals.

3. Provides individual and group activity therapy programs that include responsibilities involving extended
work hours and assignments to different shifis. Provides individual and group activity therapy programs;
records data regarding cach individuals® behavior and acceptance of the activity. Prepares and maintains
records and reports to document activity therapy programs and the monthly progress of assigned individuals.
Physically restrains combative individuals.

4. Serves as designated lead worker to lower level staff; assigns and reviews work; provides guidance and
ismnediate supervisor regarding performance of staff.

% OF TIME
and/or hard of hearing.
SPECIFICALLY:
20%
calendars for special events.
20%
15%
i5%
training 1o assigned staff;

RMSGR SIGNATURE | AGENCY HEAD SIGNATURE

DIRECTOR OF CMS SIG ‘2;&215 ) TAVER " N
CMS-#d4 (R} 1 _n_4(:.» CMLS 20 ij i@/‘%/@h&% / /c
M%Mﬂzﬁ }o/ i fn@'

T



18, [ICONTINUED)

% OF THE 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Confinuad)

10% 5. Utslizes manual communication skills with individusls who are deaf and/or hard of hearing.

5% 6. Conducts activity therapy training proprams for employees, volunteers and other agencies; presents in-
service training to employees in various subjects such as Apgression Management, Non-Violent Crisis
Intervention, Leisure Time Training and contributes to other training programs. Coordinaies sign language

training.
5% 7. Attends and actively participates in tralning.
5% 8. Determines the equipment and supplies needs of the Activity Therapy program and requisitions such,

Prepares work orders.

3% 9. Performs other duties as required or assigned which are reasonably within the scope of the duties
enumerated above.

17, POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning ang reviewing work, preparing,
conducling znd signing performance evaluations; effeclively recomimending and imposing disciplinary action and adjusting grievances
for the incumbent of this position.}

WORKING TITLE {IF ANY}

Mental Health Administrator 1 26811-10-73-010-00-01

1B. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
O SUPERVISOR OR B LEAD WORKER

NOTE: Supervisory or lead worker responsibilitiss must be described in a detailed duty statement({s) with a

time percentage(s} aliotted.
if a box was checked above, kst position tills, position number, and number of subordinale incumbents or authorized funded
headcount:

Pasition Titls Position Numbar No. of incumbents or Funded Vacancies

Mental Health Technician [V 27015-10-73-010-00-20 1

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

Requires a bachelor's degree with a major in therapeutic recreation, music therapy, art therapy, dance therapy, drama
therapy, leisure studies or recreation with a specialization in recreational therapy including successful completion of
approved imermnship, fieldwork or practicum, preferably including centification by the National Therapeutic Recreation
Society or the National Association for Music Therapy, supplemented by twe vears of professional experience as an Activity
Therapist OR requires a master’s degree with a major in therapeutic recreation, music therapy, art therapy, dance therapy,
drama therapy, leisure studies or recreation with a specialization in recreational therapy and one year of professional
experience as an Activity Therapist. Requires ability to carry out physical restraint of individuals, Requires the ability to
communicate through manual communication at a colloguial skiil level.




CMS  lilinois . :
DEPARTNRNT OF CENTRAL :
MANAGEMENT. SERVICRS POSITION DESCRIPT TON 64
1, POSITION TITLR HORKING TITLR (IF ANY! BILING [POSITION TITLR '
CODE_ | OPTION CODR |2, POSITION NUMBER
Bxisting
New/Rev ACTIVITY THERAPIST 3 20 00173-10-73-110-10-22
}. AGRNCY 4, BIREAU/DIVISION 5_GXNT {6.NORK |7.A/ |§.AUDIT|3.OFFICE USE
CODR |COUNTY | AUTE
Existing <
VewfRevised D8 /. %7 |MABLRY DEVELOPNENTAL CETER o o2 8 |R
10, SECTION R W I VN ) 12, TRANSACTION CODR |13 REFRCTIVE DATR 10-16-98
Bxisting ==Y ] MA02L BSTABLISH
s s [] MC022 BEENT CODB CHG
New/Rev  RESIDENTIAL SERVICES ACTIVITY THERAPY (] MCO24 208 §O. CEG
G YTE 1) MC026 CLARTFY
14, WORK_LOCATION R8s 15 BARGAINING/TSRM CODB_|RUTAN BX | [) MC027 ADDITIONAL/IDENTICAD CHG
Bxisting (] MC028 WORR COUNTY CHG
{} HDO21 ASOLISH
New/Revised DIXON RC62 (] MC149 DORNWARD REALLOCATION
HC150 SATERAL REALLOCATION

16. CDMPLETR, CORRRNT AND ACCURATR STATEMENT OF POSITION BSSRNTIAL FUNCTIQNS

BASIC FUNCTION
Under general supervision

vork hours and assignments to different

of the Residential Services Administrator,
conducts direct therapy to recipients; acts as
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20% 2.
recipient's behavior and acceptance of t
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10%
Activity Therapist and assists with Acti

0% 4. Serves as a memper of the I
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Director of CM§ Sigmature
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coordinates the facility's Activity Therapy program and

Therapist and provides direction and training to
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dividual treatment programs. Those
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CM ; ILLINOIS DEPARTMENT OF
L2~ CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BUNGURL | FOSNGRTIE | 3 POSITION NUMBER
Exsting Position —
. 00502-10-12-000-00-29
New/Ravised Position )
Administrative Assistant II 29 S8 00502-10-00-000-00-29
3. AGENCY 4. BUREAU/ DIVISION SBNMT TEWoRK T T A T gauoir | ° e
Existing Position . .
Assistant Secretary-Chicago
NewiRevised Position ) .
Department of Human Services Secre?ry s Office - Chicago 0 016 | N R
10. SECTION 11. UNIT ::zo gERANSACTION 13, EFFECTIVE DATE
Existing Position :
4/1/19
New/Revised Position [] MAG2! ESTABLIS
e . 1 LISH
Administration . ] MC022 EXEMPT CODE CHANGE
Ruan | (0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempl | [ MC026 CLARIFY
Exlsting Position [l MC027 ADDITIONAL IDENTICAL CHANGE
. [ MC028 WORK COUNTY CHANGE
. . [J mDo21 ABOLISH
NewiRevised Posiion CFO8 N 8 MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Cook County [] MC158 UPWARD REALLOCATION

% OF TIME 16. COMPLETE_rCURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under supervision of the Secretary, Department of Human Services, performs a variety of administrative
support functions, most of which are controversial and sensitive in nature. Coordinates communication flow
to, from, and within the Office. Makes recommendations to improve that information flow, both written and
oral, to staff within the Department. Represents the Secretary with other department support staff in
communication with the public. Serves as the Secretary’s designee in communicating with various
administrative personnel, other state agencies, federal offices, legislators, and the Governor’s Office;
coordinates legislative review, and prepares finalized responses for legislative inquiries for the Office.
Communicates in Spanish with individuals who do not speak or read English.

SPECIFICALLY:

25% 1. Serves as staff assistant for the Secretary of the Department of Human Services. Performs a variety
of administrative support functions, most of which are controversial and sensitive in nature.
Reviews and prioritizes issues as they rise to the Secretary’s level; takes independent action to
correct problems. Coordinates the preparation of responses to correspondence with the Assistant
Secretary, Secretary’s Office, Office Division Managers, professional staff and the Associate
Secretary. Communicates issues on behalf of the Secretary to staff relative to agency policy and
procedure changes.

20% 2. Coordinates the day-to-day activities of the Office. Independently maintains daily activity schedule
for the Secretary. Schedules appointments with staff members, including Office Managers, the
Assistant Secretary, Associate Secretary, personnel from other state agencies, and the public.
Prepares briefing papers for the for various meetings. Conducts research on special initiatives
undertaken by the Secretary which have a direct impact on the credibility of agency operations,
personnel and structure; researches files for appropriate materials which will assist the Secretary in
functioning on a daily basis. Monitors and tracks staff assignments for progress and completion in a
timely manner. Prepares information and materials needed for meetings and/or conferences outside

the office.
IMMEDIATE SUPERVISOR SIGNATURE | AGENCY HEAD SIGNATUR]
RECEIVER Porko B. o e//% i
N APR 08 2019 U WW%M Y,

BY:




[[16. (CONTINUED

_ _ N — e P
T OF TIME | 16. COMPLETE CURRENT AND AGCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)™5

staff.

20% 3. Provides administrative support for the DHS Inter-Division Project Manager, including the
scheduling of meetings and communications with stakeholder groups that involve multiple DHS
divisions, including the Interagency Council on Homelessness and the Illinois Opioid Advisory
Council. Prepares meeting materials, policy and planning briefs and communications to support inter-
divisional projects and initiatives assigned to the DHS Inter-Division Project Manager.

15% 4. Performs liaison work for the Secretary and Office operating sections. Confers with Office Managers
and Division Managers, Executive Staff at the Secretary’s request as to the interpretation and
installation of programs, policies, and procedures. Meets with and interviews staff to ascertain
necessary information; prepares reports with recommendations for policy changes or development.
Resolves issues and responds to inquiries from staff regarding procedures, policy, work rules, etc.
Researches and/or resolves critical problems in communication, assignments, or organization. Makes
commitments on behalf of the Secretary. Translates Spanish/English in communication with agency

10% 5. Reviews both federal and state legislation relative to programs assigned to the Secretary; researches
and gathers information and data concerning legislative inquiries regarding and/or impacting
programs, customer services, etc.; prepares finalized responses to legislative inquiries for the Office.

grievances for the incumbent of this position.)

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing,
conducting and signing performance evaluations; effactively recommending and imposing disciplinary action and adjusting

Secretary

WORKING TITLE (IF ANY)

[ SUPERVISOR OR [ LEAD WORKER

time percentage(s) allotted.

headcount:

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

NOTE: Supervisory or lead worker responsibilities must be described in a detalled duty statement(s) with a

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

Position Tille

Position Number

No. of incumbents or Funded Vacancies

N/A

CAN NO LONGER BE USED,

18, 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”

Requires knowledge, skill and mental development equivalent to completion of four years college, preferably with
courses in public or business administration. Requires two years professional experience in a public or private
organization. Requires the ability to communicate in Spanish at a colloquial level.

11 AT

TR




POSITION DESCRIPTION

e
POSITION TITLE _ POSITION NUMBER
Administrative Assistant I - : 00502-10-00-000-00-29
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)
5% 6. Receives incoming telephone calls in the Office. Independently determines calls to be returned;
places calls for the Secretary. Talks directly to administrative personnel in other state agencies and
Federal Offices, legislators, and the Governor’s Office representing the wishes of the Secretary.
5% 7. Performs other duties as assigned or required which are reasonably within the scope of duties

enumerated above.

@E@EWEﬂ
” APR 08 209 ||
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BIRGUA - POo o e 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

. . . SS 00501-10-17-520-10-29
Administrative Assistant | 29
5.
6.WORK | 7.A/l | 8.

3. AGENCY 4. BUREAU/DIVISION E)éngTE CounT mr sm | S CEFECEUSE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Office of General Counsel 0 016 1 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION [0 MA021 ESTABLISH 8/16/22

0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [J MC024 POSITION NUMBER CHANGE
Division of Administrative

. .

Hearings and Rules Bureau of Hearings X MC026 CLARIFY

[0 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION CODE i) CHANGE

1 MC028 WORK COUNTY CHANGE

] MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION
1 MC150 LATERAL REALLOCATION

EXISTING POSITION

NEW/REVISED POSITION

RC028 N
Cook County [J MC158 UPWARD REALLOCATION
0,
T/‘I’MCI)EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
30% 1. Acts as coordinator of requests for hearings.

¢ Communicates with Director of Quality Assurance and program division staff as to the
status of hearings scheduled.

e Reviews and rules on continuance requests to determine if they should or should not be
granted.

o Enters dispositions into database regarding withdrawn, continued and dismissed
appeals.

e Assigns hearings ready to proceed to hearing officers.

e Communicates with advocates when they are involved with representation of customers
at these hearings and with attorneys representing any of the parties.
Answers large call volumes.

e Communicates in Spanish to Spanish-speaking individuals that cannot communicate in
English.

Position #00501-10-17-520-10-29 Page 1 of 3



ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 2. Creates, shares and maintains records of hearing details to Hearing Officers, clients, client

representatives and DHS staff.

e Develops, organizes and maintains documents in electronic filing systems.
o Composes complex correspondence using Bureau, Division and Agency programs,
policies and procedures accordingly.

25% 3. Performsadministrative functions for the Division, including researching existing operations and
developing reports and recommendations for the Director of Quality Assurance of systemic
changes that will lead to reduced operating costs, improved services and greater general
efficiency.

¢ Maintains and updates data to assist in the preparation of reports and trainings for end
users on technical aspects of Bureau operations including the use of software
applications/computer systems such as Crystal Reports, Microsoft Access, Oracle, MS
PowerPoint, Excel, Visio and web-based applications such as GoToMeeting, team
viewer.

o Works with case management systems/databases in Visual Basic or Java.

10% 4. Reviews, processes and maintains records of expenses incurred for hearings.

e Assists the Division’s collective movement toward paperless operations and electronic
file keeping.

5% 5. Performsduties related to technology coordination, monitoring, reporting and troubleshooting
for functional and technical issues encountered in the Bureau’s database, integrated voice
recognition system, voice over protocol, call center technology, scanning equipment and
desktops and laptops, includes performing duties of RACF-LAN coordination.

5% 6. Performs other duties as assigned or required which are reasonably within the scope of
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 37015-10-17-520-00-01 Director of Quality Assurance
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[ Supervisor [ 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 Incumbents or Funded Vacancies

Position #00501-10-17-520-10-29 Page 2 of 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.
Minimum Qualifications
1. Requires knowledge, skill and mental development equivalent to completion of four years college,
preferably with courses in public or business administration.
2. Requires one year of professional experience in a public or private organization, or completion of an
agency approved professional management training program.
3. Requires the ability to communicate in Spanish at a colloquial level.
Preferred Qualifications (In Order of Significance)
1. Three (3) years of professional experience answering large call and/or email volumes for a public or
private organization.
2. Two (2) years of professional experience working with relational databases for a public or private
organization.
3. Two (2) years of professional experience in case management systems and databases, such as Visual
Basic or Java.
4. Two (2) years of professional experience utilizing presentation skills and proficient writing skills relevant
to the development of training materials and technical documentation for end users.
5. Two (2) years of professional experience in a legal environment, working with appeals or administrative
hearings.
6. Two (2) years of professional customer service experience.

20. CONDITIONS OF EMPLOYMENT

1. Requires basic proficiency in software applications/computer systems such as Crystal Reports, Microsoft
Access, Oracle, MS PowerPoint, Excel, Visio and web-based applications such as GoToMeeting, team
viewer.
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 Office of General Counsel is seeking to hire an administrative assistant that provides administrative support
to the Director of Quality Assurance, Division of Hearings, Office of General Counsel, DHS and in such capacity,
oversees and coordinates hearings with DHS program division staff. This positions reviews and rules on
continuance requests; screens and prioritizes incoming communications; establishes and maintains hearing
records; conducts research to analyze existing operations and recommends systemic changes that will lead to
reduced operating costs, improved services and greater general efficiency.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR

DIRECTOR OF CMS SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

o/15/22 9/13/22

AM

Position #00501-10-17-520-10-29 Page 3 of 3



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

1. POSITION TITLE WORKING TITLE (IF ANY) ~ BILINGUAL - FOSITION TUTLE 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

Educator 20 MCC 13100-10-43-310-10-20
5.
6. WORK | 7. All 8.
3. AGENCY 4. BUREAU/DIVISION oom | SRR | Ak | Aupir | @ oFFiceuse

EXISTING POSITION

NEW/REVISED POSITION

Department of Human Division of Rehabilitation

4d5 069 2 R

: Services
Services
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION [] MAO21 ESTABLISH 3/1/23
Assistant Superintendent/PreK-8 [1 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [0 MC024 POSITION NUMBER CHANGE
lllinois School for the Deaf Assistant Superintendent/Elementary MCO026 CLARIFY
0 MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
14. WORK LOCATION CODE ExeEMpT | CHANGE
[0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
. HRO010 N
Jacksonville, Morgan County [0 MC158 UPWARD REALLOCATION
??I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
35% 1. Teaches Elementary grade academic subjects including, but not limited to, science, math,
reading, spelling, and social studies to students who are deaf and hard of hearing, some with
secondary disabling conditions, i.e., learning disabilities, behavior disorders, intellectual
disabilities, speech and language problems, visually impaired, physically challenged, and other
health impairments.
e Adapts methods to meet the needs of the type of students encountered.
e Communicates with students, parents and staff utilizing manual communication.
30% 2. Prepares teaching outlines and plans courses of study for subjects taught following the lllinois
School for the Deaf (ISD)' s prescribed curriculum.
10% 3. Prepares and coordinates designated student Individual Educational Plan (IEP) which include
the planning and conducting of annual reviews and IEP conferences.
5% 4. Prepares daily attendance reports of pupils.

e Keeps detailed quarterly reports on the progress and abilities of individual students,
confers with parents on their child's progress in class.

Position #13100-10-43-310-10-20 Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Maintains discipline.
5% 5. Attends and participates in discussions at regular teacher and staff meetings.
5% 6. Assists in social, recreational, or other extracurricular activities.
5% 7. Serves as an Eligibility Review evaluator of designated students to be assessed by the
Evaluation Center staff.
¢ Works with inter/intra departmental educators in the development and writing of
objectives for student IEPs and Eligibility Reviews.
5% 8. Performs other duties as assigned or required 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 37015-10-43-310-00-20 Elementary Principal
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor [ 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 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 possession of a current and valid lllinois State Board of Education (ISBE)-issued Professional
Educator License with a Special Education — Deaf and Hard of Hearing endorsement.
2. Requires the ability to communicate with individuals who are deaf or hard of hearing using manual sign
language at the Intermediate Plus level on the SLPI rating scale (Sign Language Proficiency Interview).

Preferred Qualifications (In Order of Significance)
1. One (1) year of professional experience communicating with and instructing deaf and hard of
hearing students of varying academic and social/emotional abilities.
2. One (1) year of professional experience communicating and instructing deaf students with
secondary disabling conditions, including physical and/or intellectual disabilities.

Position #13100-10-43-310-10-20 Page 2 of 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.
3. One (1) year of professional experience maintaining effective working relationships with professional
colleagues, assigned students, and parents/families of assigned students.
4. One (1) year of professional experience working with behavior modification programs for students.
5. One (1) year of professional experience preparing written documentation related to student
performance and education.
6. One (1) year of professional experience operating a computer, including experience with
technology-based educational tools and programs.

20. CONDITIONS OF EMPLOYMENT
1. N/A

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 lllinois School for the Deaf is seeking to hire an educator to perform highly specialized teaching duties at the
Elementary grade level. This position applies standard and special teaching methods and techniques in
instructing deaf and hard of hearing students including students who have secondary disabling conditions;
develops specific methods to meet the needs of the type of student encountered; encourages the development
of good habits and cooperation; and maintains discipline in the classroom.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD OATE
SIGNATURE SIGNATURE SIGNATURE
Hétzmrﬂll‘(iﬂjm o
y 3/12/23
% Py 3/16/23
AM
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT- SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CORE

WORKING TITLE {{F ANY}

POSITION TITLE
OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position

Electronics Technician 20 MC 13360-10-43-370-40-20
3. AGENCY 4. BUREAL/ DIVISION SEXMT T WORK T 71 T gaupr | © OFFICE
Existing Positi ae . .
g Fosten Office of Rehabilitation Services
New/Revised Position e e . iqe . .
Department of Human Services Division of Rehabilitation Services 0 069 | N R
10. SECTION 11, UNIT 2; % ET,EANSACTDN 13. EFFECTWE DATE
Existing Position
9/1/15
New/Revised Position - : :
o Assn_;tant Superintendent/Media & O MAO2! ESTABLISH
liinois School for the Deaf Curriculum Center [0 MC022 EXEMPT CODE CHANGE
Rutan O MC024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE

O MC028 WORK COUNTY CHANGE

[0 MD021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
Jacksonville RCO014 N | O MC150 LATERAL REALLOCATION

O MC158 UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

=1 e

Under

35%

20%

"o tht Diredtor of Media and Curriculum, performs highly skilled technical duties in the

repair and maintenance of electronic equipment; designs and assembles special electronic equipment and
§(};¢ instruments for the purpose of educating students who are deaf or hard of hearing; installs, maintains and
trains staff in the use of digital, video and multi-media equipment for surveillance, down links, and
classroom usage; directs installation of new electronic equipment and utilizes accessible communication,
including sign language in communication with students and staff.

1.Performs complex technical maintenance on electronic equipment including amplification systems, closed
circuit, surveillance and television equipment, projection equipment and other electronic devices and
electronic testing devices; trains staff in proper use of this equipment.

2. Operates specialized video and television equipment; trains staff in the operation of video equipment and
in the use of digital cameras, and supervises the recording, editing, captioning and provision of special

10%

10%

10%

effects on videos for school use.

3. Evaluates and makes recommendations for the purchase of new electronic equipment, uses electronic test
equipment for performance testing and evaluation of electronic surveillance and projection equipment;
modifies, adapts, installs and troubleshoots electronic equipment and trains teachers in the proper use of this

equipment.

4. Designs, develops and assembles specialized electronic and electro-mechanical devices for the
instructional needs of children who are deaf; modifies various multi-media and television equipment to
provide for the special needs of children who are deaf.

5. Trains and monitors staff and student assistants in multi-media equipment use and multi-media and digital
projector operation, troubleshooting and cleaning.
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

10% 6. Assists in the formulation of media center budget by evaluating and recommending the purchase of multi-

media, televisual and electronic equipment; develops and maintains contacts with various
vendors/manufacturers to keep abreast of new technologies available; oversees the installation, distribution
and inventory of multi-media, televisual and electronic equipment.

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

Public Service Adnﬁﬁistrator 37015-10-43-370-00-20

WORKING TITLE (IF ANY)

Director of Media and Curriculum

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

[J 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 Incumbents or Funded Vacancies

N/A

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 the completion of four years of high school supplemented
by two years of technical school with coursework in electricity and electronics. Experience with recording and surveillance
video, in-house closed circuit television and hookup/troubleshooting of videophones preferred. Requires working
knowledge of electronic testing equipment operation and application in diagnostic and calibration procedures. Requires an
experienced ability to recognize and correct electronic equipment malfunctions. Prefers knowledge of specialized multi-
media equipment including: lighting, sound, editing and captioning software targeted for use by students ‘who are deaf and
hard of hearing. Requires the ability to effectively communicate via sign language at a colloquial skill level.
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_ POSITICN DESCRIPTION

Springfield, Nllinois 62706

. ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICE

s s v 1

1. POSITION TITLE

2. POSITION NUMBER

Exigting Position

—

NewiRevised Position
Electronics Technician II

3. AGENCY

13362-41-67-500-00-01

Now/Revised Position
Il. School for the Deaf

14. WORK LOCATION

Instructional Media Center
15. BARGAINING/TERM CODE

4. DIVISION/BUREAY s Exwr (s om |7 A |eaom | 9. OFFICE USE

Existing Position
i son Jepartment oY Kehab- . .
NewiBosioad Posiion Szrvices BRS~ Services for Children 0 {069 |N |R
| R |
10. SECTION 11. UNIT 12, TRANSACTION CODE 13. EFFECTIVE DATE |
Existing Position 4-2-87
! 1 MAD21 ESTABLISH

Existing Position
|

New/Revised Position
Jacksonviile

—

RCO14

(1 MC022 EXEMPT CODE CHANGE

0O MC024 POSITION NO. CHANGE

O MC026 CLARIFY

O MCo27 ADDITIONAL IDENTICAL CHANGE
) MC028 WORK COUNTY CHANGE

f MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

1 MC150 LATERAL REALLOCATION

{1 MC158 UPWARD REALLOCATION

16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION DUTIES AND RESPONSIBILITIES

j% OF TIME

Position reallocation to Electronics Technician per reclass effective 4-1-87.

— —— A s wam i — — — — — — — —— T ——— — = — i oo o . o e d i —

DIRECTOR OF CMS SIGNATURE
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17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning work and evaluating this position) :‘
Instructional Media Program Supervisor 21475-41-67-500-00-01
18. PAYROLL TITLE & POSITION NUMBER OF EMPLOYEES IMMEDIATELY SUBORDINATE (Supervised and evaluated by this position)
Position Title Position number ot Subordinates Position Title Positlon number of Subordinates
N/A
p—
—
Position assigned responsibitity as leadworker check (1 and list payroll title and paosition number abave.
19, SKILLS, KNOWLEDGES, WORK EXPERIENCES, LICENSE OR CERTIFICATES REGUIRED OTHER THAN THOSE REQUIRED BY THE CLASS SPECIFICATIONS.
N
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Executive |

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Bureau of Collections

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

BILINGUAL POSITIONTITLE

WORKING TITLE (IF ANY) CODE OPTIONCODE | 2- POSITION NUMBER
Debt Offset Coordinator 29 SS 13851-10-07-141-11-29
5.
4. BUREAU/DIVISION exvr | SWORK T Al 8 Lip | 9 OFFICEUSE
CODE
Office of Fiscal Services 0 084 2 R
12. TRANSACTION 13. EFFECTIVE
11. UNIT CODE DATE
[0 MA021 ESTABLISH 6/16/22

1 MA022 EXEMPT CODE CHANGE
1 MC024 POSITION NUMBER CHANGE

Field Recovery/Account Offset Unit MCO026 CLARIFY
15. BARGAINING/TERM RUTAN EH'XE%Z; ADDITIONAL IDENTICAL
CODE EXEMPT

[0 MC028 WORK COUNTY CHANGE
[0 MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION

[J MC150 LATERAL REALLOCATION
RC062 N

Springfield/Sangamon County [0 MC158 UPWARD REALLOCATION

% OF
TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

40% 1. Serves as a Debt Offset Coordinator for the Department of Human Services (DHS).

As liaison to Federal and State agencies, receives and maintains confidential referrals
identified through the Federal and State Offset Programs as candidates for collection of
delinquent debt through the Federal and State Government’s Offset Programs.
Provides assistance in review of selected cases to ensure all documentation
substantiates intended action.

Notifies former clients of intended actions.

Responds verbally and in writing to inquiries and correspondence both in English and
Spanish.

Uses PC to monitor status of referrals.

Recommends adjustments to accounts.

20% 2. Researches regulatory and statutory requirements to develop projects to implement collection
of delinquent debt owed for assistance overpayments through programs such as the Federal
and State Offset Programs.

Uses Federal and State determined criteria for referrals to develop potential program.

Position #13851-10-07-141-11-29 Page 1 of 4



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

?ﬁM%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Works with staff from other agencies to prepare implementation plan and secure its
approval from administration.
e Administers and maintains program, including the preparation of timely referrals,
monitoring of account status, and responding to account inquiries.
e Works with accounting staff to develop and maintain records of payments.
15% 3. Substantiates eligibility based upon reports from within the Agency and through collateral
contacts.
e Makes adjustments to accountinformation on Accounts Receivable System in
accordance with findings.
e Prepares summaries of actions regarding excess assistance referrals for submittal to
the Federal Government and the Office of the Attorney General.
15% 4. Refersdocumented cases to the Attorney General and the State Comptroller’s Office for
collection action.
e Advises Attorney General’s staff and the State Comptroller’s staff of policy and/or
procedures relevant to excess assistance determination.
5% 5. Verifies accuracy of the overpayment process on which the amount of excess assistance is
based.
o Recommends or takes corrective action as appropriate.
e Reviews calculations of benefits overpaid by the Department to ensure correct entry of
claim information is entered into the Accounts Receivable System.
5% 6. Performs other duties as required or assigned which are reasonably within the scope of 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)

Executive Il 13852-10-07-141-10-01
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[0 Supervisor [ 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 Incumbents or Funded Vacancies

Position #13851-10-07-141-11-29 Page 2 of 4



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 LONGERBE USED.
Minimum Qualifications
1. Requires knowledge, skill and mental development equivalent to completion of four years college with
course work in business or public administration.
2. Requires one year of responsible administrative experience in a public or business organization,
OR
completion of an agency approved management training program.
3. Requires the ability to speak and write Spanish at a colloquial skill level.

Specialized Skills:
Of the one year of administrative experience, requires one year of experience processing overpayments
and maintaining accounts receivables, including experience in a public assistance eligibility system such as
the Accounts Receivable System (ARS) and/or the Integrated Eligibility System (IES).

Preferred Qualifications (In Order of Significance)
1. One (1) year of professional experience communicating with clients on a high volume, daily basis
regarding their overpayment accounts.
2. One (1) year of professional experience utilizing Microsoft Office Suite or similar word
processing/spreadsheet/database software.
3. One (1) year of professional experience working with Federal regulations and lllinois laws, rules, and
regulations with special emphasis on welfare programs such as the Supplemental Nutrition Assistance
Program and the Cash Assistance Programs.
4. One (1) year of experience processing overpayments and maintaining accounts receivables, including
experience in a public assistance eligibility system such as the Accounts Receivable System (ARS) and/or
the Integrated Eligibility System (IES).
5. One (1) year of professional experience entering and/or verifying data, identifying overpayment periods,
types of assistance being provided, and case status.
6. One (1) year of professional experience utilizing the principles and practices of public and business
administration.

20. CONDITIONS OF EMPLOYMENT

1. N/A

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 Office of Fiscal Services is seeking to hire a dynamic, organized, detail-oriented coordinator to oversee the
state-wide programs for administrative offsets of debt owed the Department by clients, former clients and
providers. The position researches regulatory and statutory requirements, drafts proposals for review and
finalization by administrative staff; designs tracking and monitoring programs for offsets, implements finalized
plans and maintains specialized collection effort on an ongoing basis; serves as liaison to Federal and State
agencies to ensure accurate and timely collection through the administrative offset systems; as a Spanish
speaking specialist, the coordinator receives and responds to inquiries from both Spanish and English speaking
clients.

Position #13851-10-07-141-11-29 Page 3 of 4



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE DATE

7/13/22

8/26/22

AM

Position #13851-10-07-141-11-29 Page 4 of 4



ILLINOIS DEPARTMENT OF '
1. POSITION TITLE WORKING TITLE (IF ANY) | e'RGunL | Postionis | 2 POSITION NUMBER

Existing Position

13852-10-90-112-20-01

New/Revised Position Vendor Relations ‘ k
Executive I Coordinator 42973 ¢SS 7 | 13852-10-90-112-20-29
3. AGENCY 4. BUREAU/ DIVISION s. gg‘g‘s Gcﬁﬁ&"w Z‘uﬁﬂn savDr | ¥ S;EICE

Existing Position

New/Revised Position

Department of Human Services Bureau o Family Nutrition 0 084 1 |R
10. SECTION 11. UNIT (1:20 ggANSACTlON 13. EFFECTIVE DATE
Existing Position
4/16/20
New/Revised Position B fF ilv Nutriti 0 021 ESTABLISH
] i 7 ureau of Family Nutrition MA02] A
Office of Family Wellness Y O MC022 EXEMPT CODE CHANGE

Rutan X nMC024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY

Existing Position

[0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
0O MD021 ABOLISH

New/Revised Position

O MC149 DOWNWARD REALLOCATION

Springfield, Sangamon County RC062 : N O MC150 LATERAL REALLOCATION

O MCI158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25%

20%

_15%. .

Under administrative direction, acts as Vendor Relations Coordinator, coordinates overall planning,
implementation and evaluation of policies and procedures for the Special Supplemental Nutrition Program
for Women, Infants and Children (WIC) Vendor Management Program. Develops, implements and evaluates
activities leading to measurable outcomes of program goals; provides direction for research and development
of new strategies for data processing services, the vendor payment (banking) system, the delivery system and
local agency administration. Manages the financial aspects of WIC Vendor Management. Coordinates with
the Assistant Bureau Chief to administer the WIC Food Centers Program. Travels in the performance of
duties. Communicates in Spanish to those individuals who do not read or speak English.

SPECIFICALLY:

1. Acts as Vendor Relations Coordinator, coordinates overall planning, implementation and evaluation of
policies and procedures for the Special Supplemental Nutrition Program for Women, Infants and Children
(WIC) Vendor Management Program. Manages the financial aspects of WIC Vendor Management.
Implements WIC Vendor Management policies working in conjunction with the Assistant Burau Chief;
develops, implements and evaluates activities leading to measurable outcomes of program goals; provides
direction for research and development of new strategies for data processing services, the vendor payment
(banking) system, the delivery system and local agency administration; develops management evaluation
tools to measure budgeting and caseload goals and objectives; identifies direction for improvements and
initiatives concerning program operations. Leads activities related to Vendor procurement, grants, contracts
and other spending.

2. Serves as working supervisor, assigns and reviews work; provides guidance and training to assigned staff;
counsels staff regarding work performance; reassigns staff to meet day-to-day operating needs; establishes
annual goals and objectives; approves time off; adjusts first level grievances; effectively recommends and
imposes discipline, up to and including discharge; prepares and signs performance evaluations.

3._Coordinates overall planning implementation and evaluation of policies and procedures for the WIC ~ __
Vendor Management. Provides direction for research for research and development of new strategies for data
processing services.

DIR.ECTOR OF CM}SIGN )JRE ’ IMMEDIATEISURERVISOR SIGNATURE | | AGENCY HEAD SIGNATURE DATE

APR 29 2020 “k ol %‘%‘m 4/28/20

Sasio Ik Berstods | \ =



16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

15% 4. Oversees the statewide WIC vendor training program to ensure over 2000 new and existing WIC vendors
are prepared to comply with Federal and State rules and regulations. Plans, schedules, and implements
education for new WIC Vendors and documents Vendor attendance at training sessions. Develops training
materials and course curricula; reviews, evaluates and recommends training modifications to the Assistant
Bureau Chief to maintain compliance with current program rules and regulations. Monitors WIC vendors for
compliance with 50% rule per USDA guidelines.

10% 5. Translates functions/procedures into Spanish for individuals who cannot speak or read English, in contacts
with the general public, advocacy groups, customers and community organizations.

5% 6. Ensures cost containment via development and implementation of cost analysis procedures in the WIC
Vendor Management Program and completion of WIC food budgeting and food payment processes.
Participates in the preparation planning, implementation and ongoing activities for WIC Electronic Benefits
Transfer (EBT).

5% 7. Coordinates and provides awareness of state activities with outside agencies; represents the WIC Vendor
Management program at both state and national levels. Represents the Department at local and regional levels
to organize and coordinate WIC Vendor Management problem solving activities. Provides recommendations
and plans of action to the Department for solution implementation; conducts follow-up activities to evaluate
solution impact and establish on going need assessment activities. Coordinates with the Assistant Bureau
Chief to administer the WIC Food Centers Program. Travels as necessary in and out of state.

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

WORKING TITLE (IF ANY)

Public Service Administrator 37015-10-90-112-20-01 Assistant Chief, WIC Fiscal/Vendor Manager

8. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X) SUPERVISOR OR  [JLEAD 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 Incumbents or Funded Vacancies

Office Administrator IV 29994-10-90-112-21-01 1

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

Requires knowledge, skill and mental development equivalent to completion of four years of college, preferably with
coursework in business or public administration. Requires two years of responsible administrative experience in a public or

’| business organization. Requires extensive knowledge of the principles and practices of public and business administrationas |~

it relates to retail vendors and the WIC Food Center Project. Requires working knowledge of the functions of the USDA
Food and Nutrition Services section, and state and local government and how all parties interact. Requires the ability to
travel. Requires ability to speak, read and write Spanish at a colloquial skill level.

-




ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TiTLE WORKING TITLE (IF ANY) B'%g‘gg“ FOSMONTILE 2, POSITION NUMBEH

EXISTING POSITION T SR - R

NEW/REVISED POSITION - T .- - - -
- Me2 - 14032-10-43-000-00-20

_Executive Secretary Il 20

6. WOFIK 7. NI 8.

- 3. AGENCY 4. BUREAU/DIVISION géhé‘é COUNTY AUTH AuDiT 9 OFFICEUSE
" EXISTING POSITION T T T . T T
NEW/REVISED POSITION - 'B'"""'"f’R_; I;i T T T e
Department of Human ivision of Rehabilitation 0 068 - 1 = R
- Services :
_Services _ R e
i 12. TRANSACTION 13. EFFECTIVE
| 10- SECTION JeuNT o CODE _ DATE
EXISTING POSITION Vi \!; : B B
. O mao021 6/1 /21
0‘1\ " ESTABLISH -
Nﬁ 10 2 - O MA022 EXEMPT CODE CHANGE

“NEW/REVISED POSITION

; Adm.ini&a};gﬂ;/

Ninois School for the Deaf

.
1 15. BARGAINING/TERM RUTAN
] 14. WORK LOCATION CODE EXEMPT
- EXISTING POSITION - I T
i
""NEW REVISED POSITION ; - -
RC014 ; N

Jacksonvrlle/Morgan County

—_— e —

O MC024 POSITION NUMBER CHANGE
& MC026 CLARIFY
O MC027 ADDITIONAL IDENTICAL

 CHANGE

0O MC028 WORK COUNTY CHANGE

. 0 MDO21 AROLISH

" O MC149 DOWNWARD REALLOCATION
* O MC150 LATERAL REALLOCATION
O MC158 UPWARD REALLOCATION _

; ?ﬁMog 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENT!AL FUNCTIONS
25% 1. Performs complex secretarial functions for the Superintendent. o

¢ Uses computer software to keyboard a variety of materials which include letters,
memos, and correspondence for Superintendent’s signature.

* Proofs for accuracy and clarity of content.

» Prioritizes items and handles routine and non-routine inquiries on behalf of the
manager.

s Establishes tickler systems and provides follow-up on outstanding items.

* Maintains Superintendent’s confidential files.

25% 2. Takes extensive and varied notes of a general and confidential nature, prepares minutes of

meetings, takes notes of executive board and administrative meetings.

+ Keyboards correspondence, articles, personnel forms, and monthly reports utilizing
word processing programs.

Position #14032-10-43-000-00-20 Page 1 of 3



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

;{C;SEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

20% 3. Researches, gathers information, and independently performs special projects and studies
within the section, some of which are complex and sensitive in nature.

* Analyzes and interprets data.

* Develops and prepares special reports.

* Assists in obtaining and coordinating information from different areas of the agency
which are needed for presentations, etc., made by the Superintendent.

' 15% 4. Receives, opens, reads, and sorts the Superintendent’s incoming mail, official letters, and other
correspondence.

Prepares clearly understood routine correspondence.
* Signs Superintendent's name to correspondence, reports, requisitions, and similar
papers, as authorized, in the Superintendent’s absence.
" 10% 5. Acts as receptionist, receiving calls and callers of the Superintendent, serves as initial contact
at lllinois School for the Deaf (ISD} with visitors from public and private agencies and parents.

e QGreets visitors and provides them with general information regarding ISD and
operations.

¢ Makes and cancels appointments.

s Maintains and develops public relationships through telephone and personal contacts
giving information concerning the institution, its policy, and staff procedures within the
scope of established guidelines.

» Communicates via telephone with hearing and deaf parents via voice telephone, TTY,
and videophone in relaying information from the Superintendent.

* Coordinates communication with 1SD Advisory Council chairperson

5% 6. Performs other duties as required or assigned which are reasonably within the scope of the

S 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.)

— e WORKING TITLE (IF ANY) _
Superintendent of lllinois School for the Deaf

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

O Supervisor (] 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

Pc'asitioarr\liumb_e—rn o ) sz'ofulh'curhbénts_b'r Funded Vacancies

Position #14032-10-43-000-00-20 Page 2 of 3



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

Position Title Position Nur_nbe_f - ) 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 two years of secretarial
or business college and two years of secretariat experience
OR
completion of high school and four years of secretarial experience.

2. 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.

3. Requires ability to keyboard accurately at 55 wpm.

4. Requires ability to communicate through sign language at the prescribed level.

Knowledage, Skills, and Abilities
1.

20. CONDITIONS OF EMPLOYMENT

i.

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

Under general direction of the Superintendent, performs highly responsible complex and technical secretarial
and administrative work for the Superintendent of the Illinois Schoo!l for the Deaf (ISD). Keyboards a variety of
materials from different formats exercising independent judgment in their development. Performs secretarial
functions which are frequently of a highly sensitive nature. Functions with a wide range of discretion on
implementation of policy and procedures and in resolution of many day-to-day issues. Those functions require
interaction with students, employees and the public regularly involve using manual communication skills.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

IDHS serves families in need across lllinois. Our mission is providing equitable access to social
services, supports, programs and resources 1o enhance the lives of all who we serve. We are
committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and Kindness.

' DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE

SIGNATURE  SIGNATURE " SIGNATURE | |
3“1 @WW 6/10/21
GO ol f"‘ . B ol L
\f\

,'B

Position #14032-10-43-000-00-20 Page 3 of 3



CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE - WORKING TITLE (IF ANY) BILINGUAL  POSITION e 2 POSITION NUMBER
EXISTING POSITION ' ' ' ' )

NEW/REVISED POSITION o
Executive Secretaryl - N _MCZ i 149_?1_1?_43 -200-00-20 o
5,
3. AGENCY 4. BUREAU/DIVISION Exvr & WORK 7. Ml 8, 9. OFFICE USE
) Cope COUNTY AUTH aupiT = =THEE=E
EXISTING POSITION
" NEW/REVISED POSITION | "'_""[')f o fé h _blt t ) Ty e e
ivision of Rehabilitation
Department of Human . Services 0 069 1 R
_Services . . o e
" 10, SECTI ON 11, UNIT 2:20 EI)'ERANSACTION E) :Z.TEEFFECTIVE
" EXISTING POSITION ' ' ] MAOZS ' ’
ESTABLISH 08/01/2021
) 7 - S - 0O MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [0 MC024 POSITION NUMBER CHANGE
llinois School for the Deat  StudentLlife =~ MC026 CLARIFY
(0 MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
. 14, WOBK LOCATICN CODE EXEMPT CHANGE
) 7 7 7 - (J MC028 WORK COUNTY CHANGE
EXISTING POSITION ' T [J MD021 ABOLISH
L L ... DOmMc149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO14 N ] MC150 LATERAL REALLOCATION
JacksonwllefMorgan County ~ O MC158 UPWARD REALLOCATION
??"\i)g 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
30% 1. Serves as secretary to the Student Life manager. B
e Transcribes and keyboards a variety of material from various formats, much of which is
confidential and technical in nature, such as correspondence to parents, staff and
student files, dorm matters, illness/injuries, performance evaluations, etc.
» Compiles information to send to parents announcing opening of school.
* Ensures forms and letters are updated, copied, and mailed.
» Keyboards recreation intramural schedules, letters to parents informing them of after-
school recreation activities, and student work program vouchers.
Regularly exercises independent judgment in the development of final format.
Ensures correctness of format, grammar, spelling, and punctuation.
Communicates with students, parents, staff, and the public utilizing manual
e _communication.
- 20% 2. "Performs administrative secretarial duties for the Student Life manager.
: + Handles special projects, some of which are complex in nature.
' * Assists in the coordination and control of activities and materials.
‘ * Researches, compiles, and develops special reports.
+ (Coordinates workflow to and from manager's office.
Position # 14031-10-43-200-00-20 AUG 12 2021 Page 1 of 3
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n A~ ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

?ﬁﬁg‘ 18. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

¢ Advises manager of problems that arise and carries out resolution as directed by
_ manager.
10% 3. Schedules transportation services for off- -campus school and dorm activities and extracurricular
sporting events.
e Ensures transportation requests are completed and approved by supervisor, and drivers
are informed of schedules.

Schedules vehicles for staff and students.

Sends charter bus schedules and bus preference mailings.

Compites bus lists and distributes to campus areas and bus personnel.

Arranges for bus messengers to accompany students on charter buses.

Maintains updated bus and train schedules and decides for weekly home visits at

_ parents’ request.

10% 4. Responds to inquiries from dorm supervisors and child staff on studeny/staff related matters.
* Receives and notes information on school incidents or problem inquiries and forwards
to staff.

710% 5. Answers, screens and routes incoming calls from parents and other school staff.

* Takes messages.
, ) 7 e Uses TTY to communicate with deaf callers.
10% 6. Maintains general, correspondence and computer files.

* Updates central files with updated copies of medical exams.

* (pdates health summaries with dates of medical exams, medical conditions, and
medications.

* Maintains computer files with individual student and staff information, address lists,
country lists, student insurance information, Health and Family Services (HFS)
recipients, etc.

o Utilizes computer to provide dorms with lists, mailing labels, signs, banners, certificates,
etc.

5% 7. Schedules multi- purpose room, and Health Center guest rooms 5 for off-campus visitors.

* Maintains supply of forms and supplies used by the dorm.

» Arranges for Parent Infant Institute conference for parents and their deaf infants.

*» Meets with Division of Specialized Care for Children (DSCC) staff to coordinate
information {family participants, professional staff, participant appointments with
professional staff; parental classes, etc.), and distributes to participants.

= Purchases supplies needed for school and dorm aspects of this program.

5% 8. Performs other duties as required or assngned which are reasonably within the scope of 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)

Senlor PUblIC Service Admlnlstrator tor 40070-1 10 43- 200 00 20 o Dlrecto_r o_f __Stu_dent Llfe o

[JS CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

f O Supervisor O Lead Worker

Position # 14031-10-43-200-00-20 Page 2 of 3



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

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

Position Title - Position Number No. of Incumbents or Funded Va_c_;_anbiés |
N/A

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 two years of secretarial
or business college and one year of secretarial experience.
or
Requires completion of high school and three years of secretarial experience.

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

3. Requires ability to keyboard accurately at 55 wpm.

4. Requires the ability to communicate effectively through American sign language at the intermediate skill
tevel.

Knowledge, Skills, and Abilities

1.

j'_20 CONDITIONS OF EMPLOYMENT

1‘ el — S

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be ali-

. encompassing or to address alf responsibilities of the positon.
Under direction, serves as secretary to the Student Life manager; performs administrative secretarial duties for
the Student Life manager. Transcribes and keyboards a variety of material from various formats. Schedules
transportation services. Maintains general, correspondence and computer tiles; answers, screen and routes
incoming calls and uses TTY (teletype) to communicate with deaf callers. Responds to inquiries from dorm
supervisors and child staff. Schedules multi-purpose room, and Health Center guest rooms for off-campus
visitors. Utilizes manual communication with individuals who are deaf and/or hard of hearing

e o 4-

—

22 ABOUT THE AGENCYIBUREAU/PROG RAM

" The lllinois Department of Human Services serves families in need across llllnors Our mission is providing
" equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
"~ We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and

- Kindness. o o S o
. DIRECTOR OF CMS IMMEDIATE SUPERVISOR

 SIGNATURE ' SIGNATURE AGENCY HEAD SIGNATURE ,DfTE

1 w%m st

Nogaott U ﬁ? ™
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

7. POSITION TITLE WORKING TILE (IF ANY) SNETAL T RESTONTIE T3 BOSITION NUMBER

Existing Position

New/Revised Position

Guard [l 20 MC 17683-10-43-500-20-20

3. AGENCY 4, BUREAL/ DIVISION i o e T G|
Eristing Position -

New/Ruevisad Position
Department of Human Services

Division of Rehabilitation Services

0 069 | 1 R

10. SECTION

11, UNIT

12 TRANSACTION 13 EFFECTWE DATE
CODE

Exigling Position

New/Roviaad Pogition

Itlinois School for the Deafl

Support Operations/Security

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan
Exampt

Existing Fositian

Jacksonvilie

Now/Revsed Poshion

Jacksonville/Morgan

RCO29

N

1/16/2020

7 Ma021 ESTABLISH

3 MC022 SXEMPT CODE CHANGE

{3 MC024 POSITION NUMBER CHANGE

2 MCOZE CLARIEY

O MC027 ADDITIONAL IDENTICAL CHANGE
0O MCO28 WORK COUNTY CHANGE

3 MD021 ABOLISH

] MC148 DOWNWARD REALLOCATION

] MC150 LATERAL REALLOCATION

M MC15B UPWARD REALLOCATION

% OF TIME

16. COMPLETE GURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties and responsibilities as previously stated. Change i subordinate position number only.

GIRECTOR OF CMS ;;/% ; HE,

iMMEDi%b. it

ot

FEB Z 8 2020

AGENCY HEAD SIGNAT
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AR DA ol s
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16, {CONTINUED)

% OF TIME 18, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS {Cantinued)

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

WORKING TITLE (IF ANY)

Public Service Administrator  37015-10-43-500-00-20

18. CHECK THE APPROPRIATE BOX IF THIS POSITION 1S A
O SUPERVISOR  OR LEAD WORKER

NOTE: Supervisory or lead worker responsibilities must be described in a detalled duty statement(s) with a

time percentage(s) allotted.
If & box was checked above, list position titie, position number, and number of subordinate incumbents or authorized funded
headcount:

Pasition Title Position Number No. of Incumbenis or Funded Vacancies

Guard I 17682-10-43-500-20-01 ]

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

Requires knowledge, skill and mental development equivalent to completion of four years of high school. Requires
completion of one year of safety and security experience as a watch attendant, security guard or related positions. Requires
extensive knowledge of facility security requirements and regulations. Requires extensive knowledge of leadership skills
and carrying out emergency response procedures and techniques, including fire and safely control and response protocols for
security breaches. Requires extensive knowledge of security enforcement regulations, practices and techniques. Requires
ability to patrol buildings and grounds on foot or in patrol car to assure the proper provision of security services by Guard
iI’s. Requires ability to provide guidance and direction to lower level siaff in the enforcement of security regulations and
requirements. Requires the ability to recognize and direct the security response to emergency and safety hazards. Requires
ability to instruct others through security training and development. Requires the ability to implement written procedures
and work instructions, and to organize observed facts into special reports. Reguires ability to communicate in sign language
at the appropriate level.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION

Habilitation Program
Coordinator

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental
Center

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

Dixon/Lee County

CMS-104
POSITION DESCRIPTION

BILINGUAL | POSITION TITLE
WORKING TITLE (IF ANY) CODE OPTION CODE | 2- POSITION NUMBER
Qualified Intellectual
Disabilities Professional
(QIDP) 20 MC 17960-10-73-063-30-20
5.
6. WORK | 7. Al 8.
4. BUREAU/DIVISION E)én\gTE ety | sre Aupr | & CFFIEEUSE
Division of Developmental 0 052 2 R

Disabilities
11. UNIT

Active Treatment Services

15. BARGAINING/TERM
CODE

RCO062

assigned home.
Travels to chair all IDT meetings for assigned residents.

Directs team activities in the development, implementation, assessment and
documentation of individual service plans and behavior intervention plans.

Leads the team to resolution of conflicts ensuring all aspects of the plan are addressed.
Monitors each aspect of the plan to ensure overall compliance.

Reviews records and documentation to ensure professional and para-
professional/direct care staff are completing required documentation as directed.

RUTAN
EXEMPT

N

12. TRANSACTION
CODE DATE

[0 MA021 ESTABLISH 12/1/2022
O MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE

13. EFFECTIVE

MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL
CHANGE

1 MC028 WORK COUNTY CHANGE

] MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION
[1 MC150 LATERAL REALLOCATION

[0 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Serves as the professional Interdisciplinary Team (IDT) leader for an assigned shift in an

Provides guidance and direction to direct care staff to ensure timely and effective individual

program implementation is occurring per individual needs.

% OF
TIME
30% 1.
[ ]
[
[ ]
[ ]
[
25% 2.
[ ]
[ ]
15% 3.

Position # 17960-10-73-063-30-20

Conducts regular meetings with direct care staff to discuss issues and findings
concerning progress toward attainment of programmatic goals and objectives.
Provides input to management staff concerning the performance of direct care staff.
Directs data assessment of individual programs.
Monitors, reviews and evaluates program data to assess individual progress toward
meeting service plan goals and objectives.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

?ﬁM%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Records progress of individuals served as to meeting goals and objectives.

Reports findings to team members.

Makes recommendations as to changes in programming.

Provides direct implementation to determine appropriate programming efforts and

ongoing role-modeling to assess appropriate programing.

15% 4.  Observes individuals served during all aspects of their life, communicates with each one on an
as needed basis.

e Works directly with individuals served and team members to determine programmatic

priorities and develops programming based on the outcome of the team process.

e Works with individuals served to manage their financial needs, including budgeting efforts

and purchasing personal items.

e Based on reviews and personal observation, initiates and documents action taken to
facilitate progress including plan reviews, and/or convening IDT meetings to facilitate
changes.

Conducts baselines, assessments and evaluations on individuals served.

Writes programs and schedules as mandated by standards and regulations.

Signs for individuals who are deaf and/or hard of hearing.

Physically restrains individuals as necessary to prevent injury to individual or others.
10% 5. Travels to conduct training for the center with new hires and existing staff.

e Provides in-services and workshops to employees as part of on-going in-house training to

qualify staff for promotions.

e Provides orientation training for new employees.

¢ Provides on-going and continued training for direct care staff and other staff in specific

programming needs for individuals served.

e Maintains in-service sign off sheets and other documentation needed for training.

e Maintains certification in assigned training areas.

e Receives training to gain and maintain skills and attends meeting/training which may be

held outside the center.

e In performance of job duties works after business hours, weekends and holidays.

5% 6. 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 37015-10-73-060-00-22
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor [ 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 Incumbents or Funded Vacancies
N/A

Position # 17960-10-73-063-30-20
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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.
Minimum Qualifications
1. Requires a bachelor’s degree in human services professional field (e.g., sociology, special education,
rehabilitation counseling, psychology).
2. A doctor of medicine or osteopathy or a registered nurse will also meet required education and training
requirements.
3. Additionally requires one year of experience working directly with persons with intellectual or other
developmental disabilities in addition to the education and training stated above.
4. Requires the ability to communicate in sign language at a novice skill level.

*This class is included as an Upward Mobility Program credential title.
Preferred Qualifications (In Order of Significance)
1. N/A

20. CONDITIONS OF EMPLOYMENT

1. Appointees are required to have successfully completed a department training program designed
specifically for the Qualified Intellectual Disabilities Professional before the completion of her/his
probationary period.

Requires the ability to travel.

Requires the ability to work after business hours, weekends, and holidays.

Requires the ability to utilize office equipment, including personal computers.

Requires the ability to physically restrain individuals as necessary to prevent injury to individual or
others.

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 Division of Developmental Disabilities is seeking to hire a Habilitation Program Coordinator for the Mabley
Developmental Center located in Dixon, lllinois to serve as the professional Interdisciplinary Team (IDT) leader
for an assigned shift in an assigned home. Chairs team meetings, directs and monitors the development of the
individual service plans and behavior intervention plans, provides guidance in the resolution of conflicts as part
of the team process and when guiding direct care staff in providing programming with individuals, monitors,
follows-up and ensures program implementation is occurring per individual need. Directs data assessment of
individual programs to measure progress, including providing direct implementation to determine appropriate
programming efforts and ongoing role-modeling to assess appropriate programming, provides ongoing training
to direct care staff for implementation of programming efforts, utilizes manual communication skills with
individuals who are deaf and/or hard of hearing. Travels in the performance of duties.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS SIGNATURE

arwN

IMMEDIATE SUPERVISOR
SIGNATURE

ﬁﬂ%ﬁ? ﬁ%&ﬁwﬂﬁ 12/27/22

1/3/23

AGENCY HEAD SIGNATURE DATE

Position # 17960-10-73-063-30-20
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C MS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
[ 1 POSITION TITLE WORKING TITLE (IF ANY] | Poun | POt 13 FOSITION NUMBER
Existing Position
New/Revised Position
Hearing & Speech Adv. Specialist 20 MCA 18227-10-43-360-23-20
3. AGENCY 4. BUREAU/ DIVISION R R e
Existing Position
o o o :
?;:pﬁ:tlz:igr Sg;?? Tuman Services Division of Rehabilitation Services 0 069 | N R B
10. SECTION 31, UNIT ga gtgmsmnou 13 EFFECTIVE DATE
Existing Position 6/16/18
New/Revised Position ' .
Hllinois School for the Deaf Evaluation Center B N EamrT CODE ClIANGE
Raian | [J MCO24 POSETION NUMBER CHANGE
14. WORK LOCATION 15, BARGAINING/TERM CODE Exempt | B0 MCO26 CLARIFY
Exsting Fostion (] MC027 ADDITIONAL IDENTICAL CHANGE.
] MCO28 WORK COUNTY CHANGE
. [ M2t ABOLISH
New Revhed Foswion [ MC139 DOWNWARD REALLOCATION
Jacksonville RCO063 N | [ MCI50 LATERAL REALLOCATION
. [] MCISS _UPWARD REALLOCATION
% OF TIME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, oversees the audiological and related programs for the lllinois School for the Deaf
(ISD), the 1llinois School for the Visually Impaired and the six county area of the Four Rivers Special
Education District, in accordance with the MOU between Four Rivers and DHS. Functions as an advanced
clinician for students who are deaf and hard of hearing, performing audiological assessments; ordering,
maintaining and tracking audiological equipment and listening systems; repairing personal hearing devices,
as directed by families; serving as a resource for information on audiological needs, programming and
managing specialized programs for deaf and hard of hearing students as directed. Uses sign language in daily
activities.
SPECIFICALLY:

20%

1. Plans and develops the audiological programming for the school units at Iilinois School for the Deaf
(ISD), the Hlinois School for the Visually Impaired (ISVI) and the Four Rivers Special Education District, in
accordance with the Memorandum of Understanding (MOU) between Four Rivers and DHS. Coordinates the
exccution of audiological and related programs provided to individuals; analyzes departmental data and
prepares reports for administration pertaining to hearing, speech and language services; evaluates the service
and makes recommendations to administration based on these evaluations; reviews and revises audiology
department related policies and procedures; monitors quality assurance indicators.

20% 2. Using sign language, functions as an advanced clinical audiologist, specializing in providing services for
students aged 2 through 21 years who are deaf, hard of hearing or may have additional disabilities. Conducts
testing of pure tone, speech reception thresholds, speech detection thresholds, word recognition, OAE,
typanometry, otoscopic exams and hearing aid fittings including real ear measurements, earmold fittings and
other testing as determined by professional standards.

15% 3. Serves as a inember of Individualized Education Plan (IEP) teams and Eligibility Review teams, providing
information on auditory functioning, needed amplification and suggestions for enhancing the use of audition
in varied situations, including the classroom environment. Serves as a member on multidisciplinary teams to
evaluate students from outside of ISD who come to the school for specialized evaluations. Refers students

s and families to services such as Cochlear Implant teams or medical services as a riate
DIRECTOR QB-CMS SIGNATURE AGENCY HEAD

IMMEDIATE 'SUPERVISOR SIGNATURE
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACGURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS {Continued)

15% 4. Requisitions audiological and related amplification equipment for the school and for ordering and
distributing audiological supplies for each school unit, assuring school buildings have the maintenance
materials needed for hearing aids readily available within the budget spending. Updates, maintains and tracks
audiological testing equipment and listening devices for classroom use and for large group assemblies. Works
cooperatively with property control to account for equipment.

15% 3. Assists in the delivery of special programs and services at ISD, including the Institute for Parents of
Preschool Children who are Deaf and Hard of Hearing, attends planning meetings, recruits presenters for
programs, organizes and schedules events and assists families or others in attendance at these events with
inquiries or questions; serves as liaison with the Illinois School for the Visually Impaired, working with the
Vision Consultant for scheduling students for services as ISD and assuring that appropriate students attend the
Low Vision Clinic, arranging parent permission and transportation to the clinic.

6. Provides training for school staff, dorm staff, students and families regarding the care and maintenance of
student amplification and works with the school-unit speech-language pathologists regarding the repair and
maintenance of student amplification. Provides educational programs on topic related to audiology for
professional organizations, university and college students, school groups and community organizations as
requested. Oversees the training activities of undergraduate and graduate students assigned for internships in
audiology.

5%
7. Performs other duties as assigned or required 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.)

WORKING TITLE (IF ANY)

Public Service Administrator  37015-10-43-360-00-20

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[JSUPERVISOR OR  [JJLEAD WORKER

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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 possession of a master’s degree in speech-language pathology or audiology from an approved program. Requires a
license to practice speech-language pathology or audiology from the lllinois Department of Financial and Professional
Regulation. Requires three years of clinical experience in advanced clinical setting demonstrated by evidence of
certification, Continuing Educational Units (CEU’s) or advanced clinical coursework with a specialized population or
completion of a doctor of audiology, Ph.D in communication disorders, speech-language pathology or audiology. Requires
ability to communicate in sign language at the advanced level.
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIENGUAL — POSIFION Il 2. POSITION NUMBER
EXISTING POSITION T
. 18262-10-72-210-00-21

NEW/REVISED POSITION
| Hearing and Speech MC - 18262-10-72-060-00-11
i Technician |l 20 . ;

5. '

3. AGENCY 4. BUREAU/DIVISION EXMT SR AL B 9 OFFICE USE

EXISTING POSITION ; ; § ‘

NEW/REVISED POSITION Division of Devel " i

IvISIiOn O evelopmenta .

Depgrtment of Human ! Disabilities : 0 . 016 \ 2 R
. Services : ‘

10. SECTION 11 UNIT 2: % SERANSACTION 1D %EEFFECTNE
EXISTING POSITION ] MAO21 T

. /
ESTABLISH 11/16/2021
Ll
udeman Developmental [0 MA022 EXEMPT CODE CHANGE

Center

NEW/REVISED POSITION (I MC024 POSITION NUMBER CHANGE
- Ludeman Center Clinical and Behavioral Services &J MC026 CLARIFY

14. WORK LOCATION 15. BARGAINING/TERM E)L(JEQII;JT | 0 MC027 ADDITIONAL IDENTICAL CHANGE
B - CODE 0] MC028 WORK COUNTY CHANGE

Park Forest ) MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION 0 MC150 LATERAL REALLOCATION

RC028 N
Park Forest/Cook County J MC158 UPWARD REALLOCATION

r—,

fﬁl\?g 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
30% 1. Provides Speech, Language and Hearing programs and services at Ludeman Center.
> e Conducts routine communication training programs under the direction and guidance of
the Hearing and Speech Specialist.
e Assists in the planning and designing of communication training programs.
e Signs for individuals who are deaf and/or hard-of-hearing.
25% , 2. Assists in development and utilization of program materials and techniques for carrying out
_' speech, language and hearing therapy.
10% 3. Assists the hearing and speech specialist in the development and preparation of
communication devices.
10% 4. Organizes, schedules and conducts clinical hearing and speech assessments and therapy
services for Clinical and Behavioral Services.
10% 5. Prepares and presents the Annual Speech and Language Assessment Review report for the
individual Services Plan meeting.
; e Participates in the Individual Services Plan meetings including communicating
: recommendations from the assessments. ‘
5% 6. Maintains routine records, progress notes, and data collection sheets.

Position # 18262-10-72-060-00-11

D}E@EJ‘/’ =
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ILLINOIS DEPARTMENT OF : CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

duties enumerated above.

;{T,\?g 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
5% 7. Attends and actively participates in mandatory training. |
5% . 8. Performs other duties as required or assigned which are reasonably within the scope of the §

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)

Senior Public Service Administrator 40070-10-72-060-00-11 7 ; Assistant Clinical Director

B A—

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

O Supervisor [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 Posi.tigbr_}_Nymg_e“r__ ; _[\_lo.'_'gf__l_'p_gumbents or Fund_e_r_i_»\_/acancies

N/A

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 the completion of two years of college
with courses in social science, psychology and education or related field.
2. Requires ability to communicate in sign language at a colloguial skill level.
Knowledge, Skills, and Abilities
1. N/A

20. CONDITIONS OF EMPLOYMENT

T NA -

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is"NOT intended to be all-
encompassing or to address all responsibilities of the position. o

Under direct supervision, provides Speech, Language and Hearing programs and services at Ludeman
Developmental Center. Conducts routine communication training programs under the direction and guidance of
the Hearing and Speech Specialist; assists in development and utilization of program materials and techniques;
assists in the development and preparation of communication devices; organizes, schedules and conducts
clinical hearing and speech assessments and therapy services; prepares and presents the Annual Speech and
Language Assessment Review report for the individual Services Plan meeting; maintains routine records,
progress notes, and data collection sheets; attends and actively participates in mandatory training. Utilizes

manual communication skilis with individuals who are deaf and/or hard of hearing.

Position # 18262-10-72-060-00-11 o " Page2of3



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

l 22, ABOUT THE AGENCY/BUREAU/PROGRAM

§ The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing

| equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
t We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and

| Kindness.

. ; IMMEDIATE SUPERVISOR
DIRECTOR OF CMS SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE
éﬂ&/[’%/fiw ém%%m 110721
R/ R s

Position # 18262-10-72-060-00-11 : o Page 3 of 3



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

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION

Human Resources
Representative

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human

Services
10. SECTION
EXISTING POSITION

BILINGUAL | POSITION TITLE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

CODE OPTION CODE
SS 19692-10-11-250-21-29
29
3,
6.WORK = 7.A/l | 8.
4. BUREAU/DIVISION CE:)((DI\EI)'I'E COUNTY AUTH AuDIT & OFFICEUSE

Office of Human Resources 0 016 2 R
12. TRANSACTION 13. EFFECTIVE
Ll LT CODE DATE

0 MA021 ESTABLISH 10/16/2022

Bureau of Recruitment and

Selection
NEW/REVISED POSITION

1 MA022 EXEMPT CODE CHANGE

1 MC024 POSITION NUMBER CHANGE

Bureau of Recruitment and

Hiring

Upstate Recruitment MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN
14. WORK LOCATION T ExeMpT | CHANGE
[ MC028 WORK COUNTY CHANGE
[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
. RCO062 N
Chicago/Cook County [0 MC158 UPWARD REALLOCATION
0
?I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
40% 1. Assists with the integration of recruitment and hiring activities and projects.

Conducts research and executes on current and new sourcing strategies to build
pipelines of talent for critical hiring needs.

Utilizes a variety of proven talent platforms and resources such as social media, internet
job boards, industry-specific blogs/discussion boards, research, cold/direct sourcing,
partnering with trusted professional networks, establishing active presence with local
colleges/universities and other local community groups.

Engages in potential candidates to establish relationships and build pipelines to draw
from.

Establishes and maintains effective working relations with agency divisions, officials of
other agencies, other states, and statewide community-based organization.

Reaches out to previous candidates notifying them of the openings and invites them to
apply and/or re-apply.

Emails and calls prospective candidates, tracking individuals who show interest in
lllinois Department of Human Services (IDHS).

Prepares recruitment materials in Spanish and English promoting IDHS as an “employer
of choice”.

Position # 19692-10-11-250-21-29 Page 1 of 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

e Tracks all recruitment activities and submits weekly and quarterly recruitment reports.
Networks and interfaces with a multitude of entities and participates in training programs
to effectuate more successful recruitment of qualified candidates.
e Travels extensively in the performance of job duties.
35% 2. Assists in preparation and conducting of workshops and training programs for the potential
candidates and hard to recruit titles in IDHS.
o Prepares materials for statewide presentations at workshops and job fairs.
e Discusses job opportunities within IDHS and explains the Central Management Services
(CMS) grading/application system to interested parties.
e Provides direction and one-on-one counseling to potential employees and applicants.
10% 3. Assists supervisor on the integration of recruitment activities and projects with the hiring and
selection process for the Department.
e Searches, monitors and evaluates program operations.
e Provides advice and recommendations to management specific to human resources
administrative activities linked to recruitment and selection.

10% 4. Translates functions/procedures into Spanish for individuals who cannot speak or read English,
in contacts with the general public and community organizations.
5% 5. Performs other duties as assigned or required which are reasonably within the scope of 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 37015-10-11-250-20-29
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

] Supervisor [ 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 Incumbents or Funded Vacancies
N/A

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 and
one year of professional experience, preferably in human resources, or satisfactory completion of an
approved training program.
2. Requires the ability to speak, read, and write Spanish at a colloquial skill level.
Preferred Qualifications (In Order of Significance)
1. Two (2) years of professional experience as a Recruiter for a public or private organization

Position # 19692-10-11-250-21-29 Page 2 of 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.
2. Two (2) years of professional experience driving social medial platforms wit proven sourcing/recruiting
experience and skills, including conducting research, creating search strings, networking, cold-calling and
utilizing a variety of internet sourcing tools.
3. One (1) year of professional interviewing experience, including scoring and ranking candidates and
recommending the highest-ranked candidate for a public or private organization.
4. Two (2) years of professional experience working with Comprehensive Employment Plan or similar rules
and regulations for a public or private organization.
5. Two (2) years of professional experience exercising a strong commitment to service orientation, sense of
urgency, follow-up and responsiveness and high-level of personal integrity, maintaining confidentiality and
handling sensitive information with professionalism.
6. Two (2) years of professional experience exercising strong organization skills, meeting deadlines with
strong attention to detail and the ability to utilize critical thinking skills while multi-tasking multiple, conflicting
priorities and projects in a fast-paced environment.
7. Two (2) years of experience tracking operational activities with basic proficiency in Microsoft Excel and
data management.
8. Two (2) years of professional experience communicating in Spanish and English in oral and written form
with both internal and external stakeholders for a public or private organization.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to travel.

2. Requires possession of a valid driver’s license.
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 Office of Human Resources is seeking to hire a Human Resources Representative to assist with the
integration of recruitment and hiring activities and projects. Establishes and maintains effective working
relationships and public relations with private and public organizations in order to recruit and interview potential
candidates for the Department. Travels in the performance of duties. Communicates in Spanish to those
individuals who do not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR

DIRECTOR OF CMS SIGNATURE SIGNATURE

AGENCY HEAD SIGNATURE DATE

11/3/22

11/7/22

Position # 19692-10-11-250-21-29 Page 3 of 3



ILLINOIS DEPARTMENT OF
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) BILNGIA | FoSTONTME |3 "POSITION NUMBER
Existing Position
Human Resources Specialist 29 SS | 19693-10-11-250-21-29
3. AGENCY 4. BUREAU/ DIVISION SEH o N TR T auor | Gt
Existng Position
NDE:SZ;;;Z::D; f Human Services Office of Human Resources 0 016 | 1 R
10. SECTION 11. UNIT é%ggkNSACTiUN 13. EFFECTIVE DATE
Exisbing Posllion —
8/1/19
New/Revised Position : K
Bureau of Recruitment and Selection Upstate Recruitment ﬁ B T e ChaNGE
Ruln | [J MC024 POSITION NUMBER CHANGE
| 14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | ) MCO28 CLARIFY
Exisiing Posion ] MCO27 ADDITIONAL IDENTICAL CHANGE
O MC0O28 WORK COUNTY CHANGE
{J MD021 ABOLISH
Chioaee Coe RC062 N | 5 MCIR LATERAL REALLOCATION
Chicago, Cook County CJ_MC158_UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under generai direction, serves as the Upstate Recruitment liaison; plans, organizes, evaluates, executes and
assists in the management process for requisitions, eligible lists and selection packets. Controls and directs
the supportive program specific to CMS’s Electronic Eligibility List System (EELS). Confers and advises
bureau management, executive staff and personnel on issues involving BRS procedures, EELS, etc.
Establishes and maintains effective working relationships with a variety of public and private organizations
in order to facilitate short-term and long-term goals of the Bureau. Serves as a Rutan-certified interviewer.
Travels in the performance of duties. Utilizes Spanish speaking skills to community in recruitment efforts
for the apency.
SPECIFICALLY:

25% 1. Provides interpretation of Personnel and departmental rules, regulations and policies for Recruitment
operations. Interprets and applies CMS policies and procedures and administrative directives.
Makes recommendations on policies and procedures for use or of benefit to the Bureau. Conducts
meetings with managers and staff in all areas of the Department in response to the Recruitment
process. Attends meetings on behalf of the Bureau Chief and commits the Bureau to specific
courses of action. Conducts special studies and oversees special projects on a time-limited nature;
serves on intra-bureau committees and work groups.

25% 2. Plans, organizes, evaluates, executes and assists in the management process for EELS; perfomis
liaison duties including developing and maintaining on-going communications with various CMS
entities, the Governor’s Office, DHS management staff and personnel officers within the
Department. Establishes and maintains effective working relationships with other agencies,
especially CMS, DHS Division, various state agencies and private citizens seeking stale
employments. Utilizes Spanish speaking skills to communicate with the private and public
organizations.

20% 3. Interprets collective bargaining agreement issues and other regulations related to filling of vacancies
in term of the interviewing and selection program. Explains the provisions of state and federal
regulations; obtains information for development of job related interviewing processing and
technigues.

DIRECTOR QF éMS SIG ‘"I;U&E IMMEDIATE SUPERVISOR SIGNATURE | AGENCY HEAD SIGNATURE DATE
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16, (CONTINUED)

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS {Conlinued)

15%

10%

5%

4. Maintains records reflecting bureau operations; prepares and implements instructions for internal

5.

form completion; maintains computerized data collection and reporting system; obtains computer
services necessary for the effective function of the program. Creates specialized memos and/or
letters; directs the research of information of DHS files and records; prepares correspondence to
address sensitive issues raised as a result of the interviewing process. ‘

Conducts interview, selection and hiring coordination activities for the Bureau, as-needed, travels to
various sites. Conducts these activities for all DHS offices; applies CMS and DHS rules and
pracedures to eligible lists, notifies candidates to invite them to interview and schedule interview
appointments. As a certified Rutan interviewer, utilizes standardized hiring criteria and
questionnaires to interview candidates for positions within the assigned geographical area; scores and
ranks candidates; reviews all hiring unit bid records in order to coordinate the interview process;
recommends the highest ranking candidates for employment.

Performs other duties as assigned or required which are reasonably within the scope of 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
grievanceas for the incumbent of this position.)

Public Service Administrator 37015-10-11-250-20-29

WORKING TITLE {IF ANY)

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

{71 SUPERVISOR

oR {3 LEAD WORKER

NOTE: Supervisory or lead worker responsibllities must be described in a detailed duty statement(s} with a

time percentage(s) allotted.

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

Position Title . Pasition Number No. of incumbenis or Funded Vacancies

18. 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 four years of college and two years of
professional human resources experience. Prefers certification as a Rutan interviewer. Requires ability to travel. Requires
possession of a valid driver’s license. Requires ability to use computer systems including Microsoft Access and Excel.
Requires the ability to communicate effectively in Spanish at a colloquial level.

Specialized Skills:
Of the two years of professional human resources expenence requires two years of experience working with the Rutzm
process including working bid records, conducting Rutan interviews and the completion of hiring paperwork.




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

1. POSITION TITLE WORKING TITLE (IF ANY)  BIINGUAL - FOSITION ITLE 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

Human Services Casework Manager SS 19788-10-91-133-12-29
Casework Manager 29
5.
6.WORK 7.A/l | 8.

3. AGENCY 4. BUREAU/DIVISION CE:>(()|\I§II-E ey | i | cupr | B GFISE USE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Family & Community Services 0 016 1 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT SO DA
EXISTING POSITION ] MAO21

ESTABLISH 211723

] MA022 EXEMPT CODE CHANGE

NEW/REVISED POSITION ] MC024 POSITION NUMBER CHANGE

Region 1 North Administration MCO026 CLARIFY
] MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15. [I?EARGAINING/TERM E%ﬁl\;T
Cco [J MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MDO21 ABOLISH

1 MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION

. RC062 N
Northern Office/Cook County [0 MC158 UPWARD REALLOCATION
0
T/‘I’M?EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties or responsibilities as previously described, change in subordinate staff
only.
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 37015-10-91-133-10-01 Asst Local Office Administrator

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

Supervisor [ 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 Incumbents or Funded Vacancies
Human Services Caseworker 19785-10-91-133-11-01 Varies

Position #19788-10-91-133-12-29 Page 1 of 3



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

Position Title Position Number No. of Incumbents or Funded Vacancies
Human Services Caseworker 19785-10-91-133-11-29 Varies
Public Aid Eligibility Assistant 35825-10-91-133-12-01 Varies
Human Services Caseworker 19785-10-91-133-11-03 Varies
Public Aid Eligibility Assistant 35825-10-91-133-12-29 Varies
Human Services Caseworker 19785-10-91-133-11-32 Varies

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 college with
courses in social science or business.
2. Requires two years professional supervisory experience in a public welfare agency.
OR
Three years professional experience in welfare, teaching, public health, or other public services.
OR
Completion of an agency-sponsored management internship program.
3. Requires ability to speak, read and write Spanish at a colloquial skill level.

20. CONDITIONS OF EMPLOYMENT

1. N/A

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 Division of Family & Community Services is seeking to hire an energetic and detail-oriented manager to
supervise staff in the Northern Family and Community Resource Center Office. The position supervises and
administers the activities of professional and technical staff providing the full range of social and welfare
casework services to applicants or recipients of public assistance. The Division helps lllinois residents by
connecting them with many programs and services. Through our programs, services and prevention efforts, the
Division improves the health and well-being of individuals and promotes self-sufficiency and integrity of families
of lllinois.

22. ABOUT THE AGENCY/BUREAU/PROGRAM
The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE

{d(ﬂﬂnﬂ 0{ 2/14/23

Position #19788-10-91-133-12-29 Page 2 of 3

DATE
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( :‘M S ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) BLNGUATROSIONTILE T 2. POSITION NUMBER
Existing Positict T
New/Ravised Position
Human Services Caseworker 29 S8 19785-10-93-019-25-29
3. AGENCY 4, BUREAU/ DIVISION i R P e
Existing Position
New/Ravised Position R . .
Department of Human Services Family & Community Services 0 010 | Y |R
10. SECTION 11, UNIT 2:% gvszmsacrsou T3, EFFECTIVE DATE
Existing Position
07-01-18
New/Revised Position c M (] MAO2{ ESTABLISH
Region 3 ase Management {1 MC022 EXEMPT CODE CHANGE

14. WORK LOCATION

Rutan [ MCo2¢4 POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE Exempt MC0D26 CLARIFY

Existing Posilion

0 MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
0 MD021 ABOLISH

NewiRavised Positon

Champaign Office, Champaign County

[J MC149 DOWNWARD REALLOCATION
RC062 N | [0 MC150 LATERAL REALLOCATION
[] MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS _

% OF TIME
English.
SPECIFICALLY:
30%
30 %

D!R‘?BH OF DIRECT@R OF CMS SIGNATURE

J 26

Under direction, performs professional casework activities in providing public assistance services available
from the Department of Human Services (DHS) as well as auxiliary state, local and federal programs.
Explains and interprets eligibility criteria and requirements for public assistance programs, Collects
customer data and determines eligibility. Discusses the customer’s goals and participation levels. Assesses
the clients’ skills and evaluates their ability to obtain and retain employment; makes appropriate referrals to
other DHS programs, state services or local private services to verify individual receives available benefits.
Completes case documentation, responds to electronic correspondence and makes entries into automated
computer systems. Performs functions outlined below or a portion thereof (e.g. Intake) as part of an assigned
caseload or on a rotational basis. Communicates in Spanish to those individuals who do not read or speak

1. Receives and assists customers to provide public assistance services available through DHS programs to
all eligible customers timely and accurately. Explains and interprets eligibility criteria, requirements,
procedures, policies and practices to applicants for public assistance as well as their authorized
representatives, other public assistance providers, other divisions of DHS and other state and local agencies.
Verifies data from the customer and determines initial and/or ongoing eligibility for all categories of public
assistance; applies rules in determining assistance levels and providing services; computes monthly grants
and Supplemental Nutrition Assistance Program (SNAP) allotments verifying benefit accuracy.
Communicates with customers and other DHS staff in both verbal and written form.

2. Manages a public assistance caseload by performing professional casework duties in all categories of
assistance; re-determines eligibility for Temporary Assistance for Needy Families (TANF) cases; reviews
expenditures such as child care and medical expenses in relation to eligibility; re-determines eligibility for
all Medical Assistance programs; reviews medical bills to determine if there is continued eligibility for
payment of medical services; prepares and submits memoranda and documentation of Spenddown decisions;
determines when a client is eligible for a medical card; swaps cases from one category to another in
accordance with eligibility; assesses changes for impact on services available and makes adjustments in
services. Establishes over/under issuances of benefits and completes forms related to each. Refers non
TANF clients to needed social services.

DATE
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16, (CONTINUED)

% OF TIME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

15% 3. Serves as part of a public assistance delivery network to verify clients are receiving appropriate services
and supports as well as achieving welfare-to-work goals and other Welfare Reform goals and DHS initiatives.
Completes case documentation, responds to electronic correspondence and makes entries into automated
computer systems. Participates in discussions with other professional staff in the local office, the Regional
Office and the division involving individual needs and receives recommendations regarding public assistance
services and the availability of other temporary or Jong term support programs, identifies and arranges
referrals for clients to receive training and assistance in work preparedness, interviewing techniques, child
care issues, transportation needs, work habits, job training, etc., including authorization of services to address
those issues; provides coaching to clients experiencing difficulty in achieving employment goals. Prepares
and maintains current case file documentation including case status/records with all verifications and
applicant data changes.

10% 4. Meets with clients to discuss goals and activity requirements; develops comprehensive assessment of goals
and objectives; applies problem-solving techniques to assist in achieving self-sufficiency goals. Identifies
potential risks to self-sufficiency; makes referrals to appropriate service areas. Provides coordination of
multiple services reflecting connection and interaction with community providers; evaluates client’s ability to
obtain and retain meaningful employment; refers to employers with potential job opportunities.

10% 5. Translates functions/procedures into Spanish for individuals who cannot speak or read English, in contacts
* | with the general public, advocacy groups, customers and community organizations.

5% 6. Performs other duties as requested 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.)

WORKING TITLE (IF ANY)

Human Services Casework Manager 19788-10-93-019-20-51 (20-52) (20-54)
{90-51)

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
CJSUPERVISOR OR  [JLEAD 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, fist position title, position number, and number of subordinale incumbents or authorized funded
headcount:

Position Title Paosition Number No. of Incumbents or Funded Vacancies

N/A

19, SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL
PERFORMANGE 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 Bachelor’s degree in psychology, sociology/anthropology, social welfare or a closely related field. Requires one

year of professional casework or crisis intervention experience in a social service agency OR successful completion of an

agency-sponsored training program. Qualifying state employees in the Upward Mobility Program shall have the stated
requirements of this classification waived by successful completion of a qualifying examination. Requires ability to speak,
read and write Spanish at a colloquial skill level.

Requires ability to operate commonly used manual and automated office equipment including copier, fax machine and
personal computer. Requires the ability to communicate effectively in verbal and written form. = A




C MS ILLINOIS DEPARTMENT OF |
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILROUAL |~ FOSITON TTLE T 2 POSITION NUMBER
Existing Pasition
Naw/Revised Position
Information Systems Analyst 1 20 MCC | 21165-10-43-390-10-20
3. AGENCY 4. BUREAU/ DIVISION ST [ VORK T T A T g auoir | P oEc
Existing Position
New/Revised Position L. . ., ‘
Department of Human Services Division of Rehabilitation Services 0 069 | N | R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
COCE
Existing Position Assistant Superintendent/Media & Curriculum 11-01-12
Center/Computer Services
New/Revised Position s .
L Assistant Superintenden ute!
Illinois School for the Deaf §tan P ndent/Computer 0 MAD21 ESTABLISH
Services O MC022 EXEMPT CODE CHANGE
Rutan | [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Erempt | R MC026 CLARIFY
Existing Position ' O MC027 ADDITIONAL IDENTICAL CHANGE
(] MC028 WORK COUNTY CHANGE
O MDO21 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
Jacksonville RC063 N | O MC150 LATERAL REALLOGATION
0 MC158 UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction, organizes plans, executes controls and evaluates the computerized high-tech program, and
serves as the school-wide computer services coordinator at the Illinois School for the Deaf. Plans, organizes,
provides training and implements the various facets of this program including vocational computer
development needs, educational research, school database automation, outreach, office automation,
administration data, and database management and monitoring. Utilizes manual communication skills with
individuals who are deaf and/or hard-of-hearing.
SPECIFICALLY:

25% 1. Organizes the goals and objectives for selection, purchase and implementation of computer hardware and
software. Develops plans and guidelines for computer-assisted instruction, vocational developments,
computerized research, school data base developments, administration database, and outreach.

20% 2. Represents 1SD in outreach projects with public schools when requested by the superintendent. Serves as
liaison between ISD, DHS, and MIS. Aligns program operations on an inter-agency basis. Provides “hot-
line” telephone assistance to users.

15% 3. Manages and monitors campus wide local access network (LAN) and e-mail systems. Maintains
paperwork for staff and student LAN, e-mail and Internet access. Collects and submits forms to MIS for
Internet access. Prepares MIS request forms, follows up and trouble shoots requests. Maintains EDP
equipment database. Oversees movement and tracking of equipment. Utilizes sign language in daily
performance of duties.

10% 4. Serves as the school-wide computer services coordinator; implements policy for the total administrative
process of the computerized programs at the Illinois School for the Deaf. Serves as resource consultant to
superintendent and school staff in the development of goals and objectives, formats, and databases.

10% 5. Plans and controls the fiscal aspects of the program including e-rate. Determines long range goals,
prepares and analyzes budget; p |Ec et justifications; administers program budget. Provides
technical assistance and suppo 1@ E ﬂ W D
3 M tﬁ) S E n G UR DATE
3 IMMEDIATE HYPERVISOR SIGNATUR AGENCY HEAD SIGNATURE
R -A
o & |2¥12
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16. (CONTINUED) R

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

5% 6. Implements management studies of program evaluation; adjusts goals and/or operating
processes/procedures as warranted.

5% 7. Provides training to students and staff on specific elements of each program. Supervises student workers
as well as school staff in implementation of the computer program objectives.

5% 8. Confers with management in program development and integration of the program function. Makes
recommendations for resolution of administrative problems and program improvements.

5% 9. Performs other duties as assigned or required 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.)

WORKING TITLE (IF ANY)

Senior Public Service Administrator 40070-10-43-300-00-20 Assistant Superintendent

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
I SUPERVISOR OR  [JLEAD WORKER

NOTE: Supervisory or lead worker responsibilities must be described in a detalled 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:

Paosition Title Position Number No. of Incumbents or Funded Vacancies

N/A

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 four years of coliege with course work in computer science
or directly related fields; prefers two years of professional information systems experience in a microcomputer environment,
composed of a network or a group of standalone microcomputers, such as installing microcomputers hardware or software,
performing multiple application package programming, serving as a resource to a group concerning hardware of multiple
application package software problems or training persons in the use of sofiware. Requires the ability to communicate in
sign language at the appropriate level.




ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

e WORKING TITLE (IF  BILNGUAL  POSITION TITLE
1. POSITION TITLE ANY) GODE ~ oPTioNcope 2 POSITION NUMBER
EXISTING POSITION s T R
NEW/REVISED POSITION
_Information Systems Analyst il 20 MCC . 21166-10-43-390-10-20
AGENCY 4‘ BUREAUIDIVISION o gxm 6WORK 7A1 B OFFICE USE
3.AG M COUNTY AUTH Aupim us
" EXISTING POSITION T R [ T
" NEW/REVISED POSITION ,D' o ‘R h bilitai - h !
ivision of Rehabilitation :
Department of Human Services .0 1 089 1 R
Services S S T
12, TRANSACTION 13. EFFEGTIVE
10 SECTION e ”U"“T . CODE_  DAE
" EXISTING POSITION” j " O mace1
ESTABLISH 05/01/2021

£
P

. I MAQ22 EXEMPT CODE CHANGE

" NEW/REVISED POSITION T _
~ - Assistant Superintendent/Computer

0O mMC024 POSITION NUMBER CHANGE

lliinois School for the Deaf | Services ... .. B MGCo26 CLARIFY
14, WORK LOCATION 15. BARGAINING/TERM E)EEAAAI;T [J MC027 ADDITIONAL IDENTICAL CHANGE
o CODE : [0 MC028 WORK COUNTY CHANGE
EXISTING POSITION ) O MD021 ABOLISH
_Jacksonville | O MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION | [ MC150 LATERAL REALLOCATION
__‘_'Jacksonwlle/Morgan County RCOSS o N -0 MC158 UPWARD REALLOCATION

?ﬁgg 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSIT!ON ESSENTIAL FUNCTIONS
20% 1. Performs complex professional and advisory information technology functions at the lllinois
School for the Deaf (ISD).
e Conducts and coordinates in-depth technical research and systems analysis.
e Assists in interfacing management needs with information technology.
e Provides ISD management with reports and studies.
¢ Provides ISD staff and students with a high level of technical assistance in the
development, evaluation, budgeting, and implementation of grant projects.
« Uses manual communication for those functions requiring interaction with students and
staff that regularly involve translating and/or interpreting for students who are deaf or
e hearing impaired.
. 20% 2. Serves as designated lead worker.
' * Assigns and reviews work.
* Provides guidance and training to assigned staff.
L * Advises immediate supervisor regarding performance of staff.
20% 3 Monitors the ISD computer systems and in-house databases.

* Monitors the campus wide network, e-mail system and new account system.

e Monitors the tracking of EDP equipment and software .

»_.Analyzes software effectiveness. \EGEH
\ APR 27 202‘
BY:/

Position # 21166-10-43-380-10-20 Page 1 of 3



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

L RSN T TN S WEENT e

:{Tr\?g 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

o Evaluates tests and recommends software products
* Reviews user’s requirement makes recommendations of new hardware and software
selection, purchase, and implementation.
S * Monitors the ordering and installation process of EDP equipment.
10% 4. Provides complex, technical, and analytical information technology support to staff and
students, some of which are deaf or hearing impaired.
* Monitors the development and maintenance of in-house databases.
; » Implementation for feasibility studies for system conversions and enhancements.
10% 5. Develops and maintains a broad knowledge of all information technology equipment and
_products supported and used at the 1SD.

sl AW

5% 6. Attends formal and informal training sessions for continuing education and development.
__ _ _  _.__ ® Keepsabreast of new development in the IT field.
5% 7. ‘Serves as liaison with Department of Innovation & Technology (DolT) staff.

= Participates in task groups with implementation responsibility at the local level.
* Provides consultation on system analysis, design, development | and evaluation.

" 5% 8. Assists in the planning and execution of technology training program at the ISD for IT staff as
~well as non-educator staff, some of which are deaf or hearing impaired.
5% 9. Performs other duties as assigned or required which are reasonably within the scope of duties

: enumerated | above.
"17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responszble for as&gnmg and rewewmg
- work, preparing, conducting, and signing performance evaluations; effectively recommending and imposing
dlscapimary action and adjusting grievances for the incumbent of this position.)
_ ~___ _WORKING TITLE (IF ANY}
Semor PUbIIC Service Admlnlstrator 40070 10 43 300-00- 20 Assistant Superintendent

. 18. CHECK THE APPROPRIATE BOX IF THIS POS TION IS A

et s s rronrm e ot omt L L L L L L. el _

O Supervisor X 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.

___ PosonTile ~ PositonNumber _ ___ No.of Incumbents or Funded Vacancies _
Informahon Services SpeC|aI|st I 21 161-10-43-390-10-20 ) IVEuItIpIe '

" 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.

Mlnlmum Qualifications :
1. Requires knowledge, skill, and mental development equivalent to four years of college with course work
in computer science or directly related fields, supplemented by three years of professional experience in |
a related Information Technology field. ;
2. Requires the ability to communicate in sign language at a colloquial level.
Knowledge, Skills, and Abilities
1. Requires extensive knowledge of IT concepts and principles.
2. Requires extensive knowledge of hardware and software and procedures to provide assigned technical

Position # 21166-10-43-390-10-20 Page 2 of 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.

and analyt:cal services.
3. Regquires the ability to analyze data logically and exercise judgement in defining, evaluating, and solving
difficult administrative, organizational, technical, and operational problems where solutions may be ofa
precedent-establishing nature.
4. Requires developed oral and written communication skills.

% 20. CONDITIONS OF EMPLOYMENT
1. N/A

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-
_encompassing or to address all responsibilities of the position. o
Under administrative d|rectlon performs complex professional and adwsory information technology functions at
the lliinois School for the Deaf. Serves as designated lead worker to lower level staff; monitors the ISD computer
systems and in-house databases. Serves as liaison with Department of Innovation & Technology (DolT). Uses
manual communication for those functions requiring interaction with students and staff that regularly involve

Iranslating and/or interpreting for students who are deaf or hearing impaired.

' _22. ABOUT THE AGENCY/BUREAU/PROGRAM

" IDHS serves families in need all across lliinois. Our mission is providing eguitable access to social services,
supports, programs and resources to enhance the lives of all who we serve. We are committed to the core
_values of Human Dignity, Equity, Community, Urgency, Transparency and Kindness.

S[gﬁﬂg}ﬁg? GMS g‘fgﬁﬂﬁ;@supm\’ﬁo“ 'AGENCY HEAD SIGNATURE  DATE
g & 527% M - 427721
W 3 ,\\& TS |
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2
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ILLINOIS DEPARTMENT OF
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIUNGUAL | FOSWONTHLE | 2 "POSITION NUMBER

LO0E OPTION COBE

Existing Position

New/Revised Position

Internal Security Investigator 11 29 SSA 21:7}_:2"10'14'400'1 5-29
3. AGENCY 4. BUREAU/ DIVISION s e Towork | Lon | eavor | *OEECE

Existing Position

New/Revised Position

Department of Human Services Office of Inspector General 0 016 | Y |R
10, SECTION 11, UNIT 2 TRANSACTION 1Y EFFECTIVE DATE
Existing Position '
7/1/18
New/Revised Position Cook C tv Regi 0
Foati ook County Region MAG21 ESTABLISH
Bureau of Investigations Yy Reg ] MC022 EXEMPT CODE CHANGE

Rutan | 1 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Expmpt MC06 CLARIFY
Exsting Foswr [ MC027 ADDITIONAL IDENTICAL CHANGE
{J MC038 WORK COUNTY CHANGE
1 MD021  ABOLISH
New/Revised Postion ] MCi99 DOWNWARD REALLOCATION
Hines RC062 N | ] MCISD LATERAL REALLOCATION
1 MCI58 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under direction of the Investigations Team Leader, performs highly responsible, sensitive and confidential
investigative duties. Gathers and analyzes relevant facts and data concerning abuse, neglect, financial
exploitation, death, serious injuries and exploitation of adults with disabilities; compiles and analyzes facts
pertaining to abuse and neglect cases under investigation; completes investigations by preparing reports,
summarizing investigative activities and recommends conclusions to findings. Utilizes Spanish speaking
skills in the conduct of investigations with persons who rely upon Spanish as their primary language.
Travels in the performance of duties.

SPECIFICALLY:

40% 1. Travels to conduct confidential, sensitive and complex investigations concerning reports of abuse,
neglect, financial exploitation, death, serious injuries; gathers data and evidence, conducts interviews,
receives reports and analyzes relevant evidence concerning allegations of abuse, neglect, financial
exploitation, death or serious injuries; ensures that case reports are comprehensive and accurate. Utilizes
Spanish speaking skills in the conduct of investigations with persons who rely upon Spanish as their primary
language. Travels in performance of duties.

30% | 2. Prepares written investigative reports upon the completion of the investigative process consisting ofa
summary of actions taken, findings, preservation of evidence and recommendation for service plan referral
and/or case closure. Coordinates and obtains assistance from local law enforcement authorities where
necessary.

15% 3. Maintains confidential files pertaining to cases under investigation; ensures the security of all pertinent
information gathered during the investigatory process.

5% 4. Recommends revisions in investigatory procedures and practices.
DIRECTQROF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE | AGENCY HEAD SIGN, DATE
-~ %J 26 . : 7[ ."
CMS-104 (Rey. 10/98) IL461-0794 ' ¥F 2 bt 2
Ao Voo, L2
g-11% y



16. (CONTINUED)

% OF TIME - 16. COMPLETE_CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

5% 5. Serves as an expert witness and gives testimony in cnmmaE and administrative hearings related to the

conducting of or results of the investigation.

5% 6. Performs other duties as assigned or required which are reasonably within the scope of those 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.)

Public Service Administrator 37015-10-14-400-10-01

WORKING TITLE (IF ANY)

Investigations Team Leader

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

[ SUPERVISOR  OR  [] LEAD WORKER

NOTE: Supervisory or lead worker responsibilities must be described In a detalled duty statement(s) with a

time percentage(s) allotted.

If a box was checked above, list position fille, 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
NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND
ABILITIES AND LICENSURE OR CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION"

PERFORMANCE OF THE WORK OF THIS POSITION.

CAN NO LONGER BE USED.

Requires knowledge, skill and mental development equivalent to completion of two years of college, with coursework in
law, government, liberal arts, history or business or public administration, plus four years professional experience in law
enforcement investigatory work or related field; OR requires knowledge, skill and mental development equivalent to
completion of four years college, with major coursework in law, government, liberal arts, history or business or public
administration, plus two years professional experience in law enforcement investigatory work or a related field; OR requires
knowledge, skill and mental development equivalent to completion of a master’s degree, with major course work in law,
government, liberal arts, history or business or public administration plus one year professional experience in law
enforcement investigatory work or a related field; OR requires completion of the F.B.1. National Academy of comparable
law enforcement schooling, plus two years of professional experience in law enforcement investigatory work of a related
field. Requires the ability to communicate in Spanish at a colloquial level. Requires ability to travel.




CMS-104

ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

BILINGUAL | POSITION TITLE

1. POSITION TITLE WORKING TITLE (IF ANY) CODE 2. POSITION NUMBER

OPTION CODE
EXISTING POSITION
NEW/REVISED POSITION
Licensed Practical Nurse |l 20 MC 23552-10-73-401-11-22
5.
3. AGENCY 4. BUREAU/DIVISION Exvr | SWORK T Al 8 o | 9 OFFICE USE
CODE
EXISTING POSITION
Mental Health and
Developmental Services
NEW/REVISED POSITION
Department of Human Division of Developmental 0 052 2 R
Services Disabilities
10. SECTION 11, UNIT 12. TRANSACTION 13. EFFECTIVE

CODE DATE
[0 MA021 ESTABLISH 12/1/2022

1 MA022 EXEMPT CODE CHANGE

EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental
Center

Residential Homes/Assigned Shifts

1 MC024 POSITION NUMBER CHANGE

MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION CODE ExemsT | CHANGE

1 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MDO21 ABOLISH

] MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION
Dixon/Lee County RC009 N 1 MC158 UPWARD REALLOCATION
0,
T/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

40% 1. Performs a variety of skilled practical nursing functions for individuals.
e Gathers information for utilization in the development of the nursing care plan.
e Implements nursing care plan.
¢ Communicates with registered nurse and physician to ensure health/nursing services for
individuals are met.
Transcribes and acts on physician’s orders.
Administers medication and treatments.
Monitors, documents, and reports changes as warranted.
Implements emergency medical and behavioral interventions, including
Cardiopulmonary Resuscitation (CPR) and restraints
e Physically restrains individuals as necessary to prevent injury to individual or others.
35% 2. Serves as a member of the treatment team.
Participates in overall individual care and treatment.
Maintains the safety and security of the work area, individual and staff.

Continually observes individual behavior to identify the need for therapeutic intervention
and prevent adverse behavior.

Attends treatment team meetings to share information concerning individual behaviors
and responses to treatment.

Position # 23552-10-73-401-11-22

Page 1 of 3



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

?ﬁM%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
¢ With the assistance of professional treatment team members, provides general
guidance and counseling to individuals directed at helping the individual learn socially
acceptable responses and behavior.
10% 3. Using sign language with individuals, engages individuals in milieu therapy situations which
promotes their general habilitation.
e Directs and trains individuals in hygiene and living skills to meet their personal care
needs.
e Provides direction and training in simple recreational programs.
Conducts established psycho-social activities and leisure programs.
e Records observations, interactions, and other relevant data in individual’s clinical
record.
e Arbitrates disputes or differences between individuals.
e Makes recommendations for changes in procedures to prevent further occurrences.
¢ In performance of job duties works after business hours, weekends and holidays.
10% 4. Maintains clean, organized, and safe living areas.
¢ Maintains medications, medical supplies and equipment for availability and security.
Reports hazardous and dangerous situations.
e Advises supervisor of need for supplies and equipment.
¢ Reviews files to endure active records are organized and complete.
Travels in performance of job duties.
5% 5. 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 37015-10-73-100-00-01 Director of Nursing
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor [ 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 Incumbents or Funded Vacancies

N/A

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 lllinois license as a practical nurse.

2. Requires one year of practical nursing experience.

3. Requires the ability to communicate in sign language at a novice skill level.

*This class is included as an Upward Mobility Program credential title.

Position # 23552-10-73-401-11-22
Page 2 of 3



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

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain individuals as necessary to prevent injury to individual or others.

2. Requires the ability to obtain and maintain Cardiopulmonary Resuscitation (CPR) certificate.

3. Requires the ability to work after business hours, weekends and holidays.

4. Requires the ability to travel.

5. Requires ability to apply simple nursing technigues as delegated by physicians or RN.

6. Requires ability to provide guidance and leadership to other nursing personnel and promote effective

individual interactions.

7. Requires the ability to communicate clearly both verbally and in written form.
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 Division of Developmental Disabilities is seeking to hire a Licensed Practical Nurse Il for the Mabley
Developmental Center located in Dixon, lllinois to perform a variety of skilled practical nursing functions for
individuals. Serves as a member of the treatment team. Engages individuals in milieu therapy situations which
promotes their general habilitation. Utilizes manual communication skills with individuals who are deaf and/or
hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM
The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.

We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR

DIRECTOR OF CMS SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE
(Qitton

oy Bothued, 12/7/22
12/14/22

Position # 23552-10-73-401-11-22
Page 3 of 3



CMS-104

ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY) BILINGUAL = POSITIONTITLE ' 5 pogiTIoON NUMBER

CODE OPTION CODE
EXISTING POSITION
NEW/REVISED POSITION
Mental Health Technician | 20 MC 27011-10-73-060-00-22
5.
6.WORK | 7.Al | 8.
3. AGENCY 4. BUREAU/DIVISION (E:)él\gll'z ey | | e | S OERIEE USE

EXISTING POSITION

NEW/REVISED POSITION
Department of Human

Division of Developmental 0 052 2 R

Services Disabilities
10. SECTION 11. UNIT S EANSACTION 13 EFFECTIVE
EXISTING POSITION ES T'\,/l ,;(ElzéH 116/2023
[0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Mabley Developmental Center = Residential Services/Direct Care MC026 CLARIFY
14. WORK LOCATION 15. BARGAINING/TERM RUTAN | [ MC027 ADDITIONAL IDENTICAL CHANGE
CODE EXEMPT | ] MC028 WORK COUNTY CHANGE
EXISTING POSITION 0 MD021 ABOLISH
[ MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [ MC150 LATERAL REALLOCATION
Dixon/Lee County RCO009 N 0 MC158 UPWARD REALLOCATION

% OF
TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

35% 1. Receives training in and participates in the implementing of personal care services for
individuals by participating and/or monitoring bathing, dressing, toileting, feeding and hair care
on an assigned unit on an assigned shift.

Participates in the heavy lifting and carrying of individuals.

Pushes wheelchairs and escorts individuals to and from living units.

Documents progress in an individual’s active treatment plan or other designated
records.

Ensures for compliance with lllinois Department of Public Health requirements when
performing duties.

Utilizes manual communication to translate and communicate to individuals, staff, and
families at the Mabley Developmental Center.

25% 2. Receives guidance from higher level staff in the observing and reporting of the condition and
behavior or individuals.

Documents routing data on individuals.

Charts progress report records.

Participates with the implementation of habilitation plans and documents progress and
needs of individuals.

Physically restrains individuals as necessary to prevent injury to individual or others.

Position # 27011-10-73-060-00-22 Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
15% 3. Performs general housekeeping tasks, such as, spot mopping, cleaning spills, wiping tables

and making beds.
e Performs clothing tasks, such as, placing clothes in wardrobes and folding clothes and
linens.
¢ Maintains area in a safe, clean, and orderly condition.
e Ensures compliance with lllinois Department of Public Health requirements when
performing duties.

10% 4. Receives training in and assists higher level technicians with escorting and taking part in
individual's activity/recreational programs, i.e., swimming pool, bowling alley, skating arena and
trips to the zoo and lake.

¢ In performance of job duties, works after business hours, weekends, and holidays.
5% 5. Under supervision, performs simple nursing procedures (TDR’s, BP, weights, collects
specimens for lab, etc.).
e Reports and assists with injury care.
e Reports physical changes to nursing supervisor.
e Documents care, treatment and progress in the individual’s active treatment plan or
other designated records.
5% 6. Completes all in service training for the Mental Health Technician Il position.
¢ Attends and completes all in service training required by federal, state and facility rules
and regulations.
e Travels in performance of job duties.

5% 7. Performs other duties as required or assigned which are reasonably within the scope of those
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)
Residential Services Supervisor  38280-10-73-060-10-22
Residential Services Supervisor  38280-10-73-060-10-01
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

OO0 Supervisor [ 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 Incumbents or Funded Vacancies
N/A

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 high school.

2. Requires successful completion of a comprehensive training program at the Mental Health Technical

Trainee level.

Position # 27011-10-73-060-00-22 Page 2 of 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.
3. Requires the ability to communicate with individuals who are hearing impaired using manual sign
language at a novice skill level.

20. CONDITIONS OF EMPLOYMENT

. Requires the ability to physically restrain individuals as necessary to prevent injury to individual or others.

. Requires the ability to perform heavy lifting, carrying, and pushing.

. Requires the ability to work after business hours, weekends, and holidays.

. Requires ability to provide basic personal and nursing care services for individuals with intellectual or
developmental disabilities.

. Requires ability to participate in routine programs of care, treatment, and habilitation.

. Requires the ability to utilize office equipment, including personal computers.

. Requires the 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 Division of Developmental Disabilities is seeking to hire a Mental Health Technician | for the Mabley
Developmental Center located in Dixon, lllinois to receive training in and participates in the implementing of
personal care services for individuals by participating and/or monitoring bathing, dressing, toileting, feeding and
hair care on an assigned unit on an assigned shift. Participates in heavy lifting, heavy carrying and pushing of

wheelchairs. Participates in the implementing of individuals’ habilitation plans. Ensures compliance with lllinois
Department of Public Health requirements when performing duties. Utilizes manual communication to translate

and communicate to patients, staff and families at the Mabley Developmental Center.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

A WN P

~N O O

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATURE SIGNATURE SIGNATURE
1/26/23
2/2/23
LS
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Mental Health Technician 2

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION
Department of Human Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental Center

CMS-104
POSITION DESCRIPTION

WORKING TITLE (IF | BILINGUAL @ POSITIONTITLE
ANY) i oPTIONCODE | 2- POSITION NUMBER
20 MC 27012-10-73-060-00-22
5.
6.WORK | 7.All | 8.
4. BUREAU/DIVISION BEXMT | 2SUNTY | AUTH | aupir | @ OFFICEUSE
CODE
Division of Developmental
Disabilities 0 | 02 | 2] R
12. TRANSACTION 13. EFFECTIVE
11. UNIT CODE DATE
] MA021
ESTABLISH 7/1/2022

Residential Services/Direct Care

[0 MAO22 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE
MC026 CLARIFY

[ MC027 ADDITIONAL IDENTICAL CHANGE
R T — 15. BARGAINING/TERM E%I\AANPT
CODE [J MC028 WORK COUNTY CHANGE
EXISTING POSITION D MDO021 ABOLISH
[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [ MC150 LATERAL REALLOCATION
Dixon/Lee County RC009 N [0 MC158 UPWARD REALLOCATION

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
20% 1. Performsduties in a living or work area for the care, treatment or habilitation and development
of individuals with intellectual disabilities in a designated living area on an assigned shift.
e Provides and/or monitors personal care services for individuals such as bathing,
toileting, feeding and dressing.
o Teaches individuals how to care for themselves and assists in their development of daily
living habits regarding cleanliness, personal hygiene, table manners, laundry, etc.
e Encourages individuals to be as independent as possible.
20% 2. Talks with, motivates, and encourages individuals.
o Participates in the implementation of established treatment and habilitation programs
and behavior intervention plans.
e Observes individuals and reports their behavior data.
e Documents care, treatment and progress in an individual's active treatment plan or other
designated records.
e Physically restrains individuals as necessary to prevent injury to individual or others.
20% 3. Carries out a portion of activity therapy programs by teaching and engaging individuals in

planned educational, vocational, recreational, and social activities.
¢ Interacts with individuals in individual and group activities to assist in the individual’s
improvement of social and interpersonal skills by talking with, motivating, and
encouraging individuals.

Position # 27012-10-73-060-00-22 Page 1 of 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
e Models social role behavior; teaches individuals self-help skills.
e Utilizes manual communication with individuals who are deaf and/or hard of hearing in
all aspects of daily functions.

10% 4. Implements behavior intervention plans and provides support and monitors potential crisis
situations, i.e., verbal or physically aggressive behavior applying redirection or blocking
techniques.

e Monitors individual during crisis which includes transporting and/or lifting of individuals.
e Provides treatment to individuals as ordered by the physician.

e Documents such on treatment sheets for each individual.

¢ In performance of job duties, works after business hours, weekends and holidays.

10% 5. Attends and completes mandated training for the Department of Human Services (DHS), the
facility and programmatic areas.

e Participates and provides support in the on-the-job training of less experienced Mental
Health Technicians.

e Ensures compliance with lllinois Department of Public Health requirements when
performing duties.

5% 6. Escorts individuals to vocational and recreational activities or other areas of the center.

e Escortsindividuals off campus for shopping, appointments, etc.
e Assists in lifting individuals out of bed and wheelchairs.

5% 7. Maintains area in a safe, clean, and orderly condition.

o Performs simple housekeeping functions and directs individuals in general

housekeeping activities, assists in maintaining clothing and unit supplies and

equipment.
e Prepares unit and individual records.
5% 8. Functions as shift charge in the absence of a higher-level Mental Health Technician.

e Assigns staff to meet day-to-day operational needs.
e Monitors and reviews completion of staff monitoring sheets, data collection reports,
progress notes etc.
¢ Provides guidance to staff in the daily course of duties such as the implementation of
treatment programs, schedules, and activities for the programmatic unit.
5% 9. Performs other duties as assigned or required 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)
Residential Services Supervisor  38280-10-73-060-10-22
Residential Services Supervisor ~ 38280-10-73-060-10-01
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

0 Supervisor [ 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 # 27012-10-73-060-00-22 Page 2 of 3



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

Position Title Position Number No. of Incumbents or Funded Vacancies
N/A

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 LONGERBE USED.

Minimum Qualifications

1. Requires knowledge, skill, and mental development equivalent to completion of high school.

2. Requires successful completion of an approved training program and six months experience in, or
applicable to the care, treatment, or habilitation of individuals with mental iliness or developmental
disabilities.

3. Requires the ability to communicate in sign language at a novice level.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain individuals as necessary to prevent injury to individual or others.

2. Requires the ability to work after business hours, weekends and holidays.

3. Requires the ability to provide required personal and nursing services and procedures and techniques

geared toward treatment, development, and habilitation.

4. Requires ability to participate in routine programs of care, treatment and habilitation.
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 Division of Developmental Disabilities is seeking to hire a Mental Health Technician 2 for the Mabley
Developmental Center located in Dixon, lllinois to perform duties in a living or work area for the care, treatment
or habilitation and development of individuals with intellectual disabilities in a designated living area on an
assigned shift. Provides and/or monitors personal care services for individuals such as bathing, toileting, feeding
and dressing. Carries out a portion of activity therapy programs by teaching and engaging individuals in planned
educational, vocational, recreational and social activities. Participates and provides support in the on-the-job
training of less experienced Mental Health Technicians. Functions as shift charge in the absence of higher-level
Mental Health Technicians. Ensures compliance with lllinois Department of Public Health requirements when
performing duties. Utilizes manual communication with individuals who are deaf and/or hard of hearing in all
aspects of daily functions.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE

DATE

8/3/22

LS
9/25/22
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ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES

WORKING TITLE (IF BILINGUAL | POSITION TITLE
1. POSITION TITLE ANY) CODE OPTION CODE

EXISTING POSITION

NEW/REVISED POSITION

Mental Health Technician 1l 20
5.
3. AGENCY 4. BUREAU/DIVISION EXMT
CODE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Division of Developmental 0
Services Disabilities
10. SECTION 11. UNIT
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental

CMS-104
POSITION DESCRIPTION

2. POSITION NUMBER

MC 27013-10-73-060-00-22
6.WORK | 7.All | 8.

colnv | st U | 2 OFEICEUSE
052 | 2 R
12. TRANSACTION 13. EFFECTIVE
Coll DATE
L1 MAD21
ESTABLISH 11/16/2022

1 MA022 EXEMPT CODE CHANGE
(] MC024 POSITION NUMBER CHANGE

MC026 CLARIFY

Center Residential Services/Direct Care
[0 MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION ésc')gEARGA'N'NG/ TERM E%I\AANPT
[0 MC028 WORK COUNTY CHANGE
[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
Dixon/Lee County RC009 N [0 MC158 UPWARD REALLOCATION
0
_?I’MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 1. Serves as relief shift charge to lower-level Mental Health Technicians for a designated living
area and shift.
e Provides guidance and training to assigned staff.
e Advises immediate supervisor regarding performance of staff.
o Asrelief shift charge, reassigns subordinate staff to meet day-to-day operational needs.
e Assigns and monitors staff to ensure staffing levels are met including enhanced
supervision, visual observation, same room observation, hospital sitter service,
appointments etc.
Prepares daily reports.
Ensures that staff performs their duties and responsibilities in compliance with lllinois
Department of Public Health requirements, Department of Human Services (DHS) and
facility policies and procedures.
20% 2. Provides physical support with personal care services to individuals.

e Assists and encourages individuals to become more independent in daily living

activities.

e Teaches and performs basic personal care tasks.
e Assists with ambulation and other basic physical techniques.

Position #27013-10-73-060-00-22

Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Ensures individuals are well groomed including having hair combed, nails trimmed,
shaved, good oral hygiene and having clean clothing in good repair and fit.

e Documents each individual's progress following the training program on the data
recording sheet.

e Utilizes sign language to communicate with individuals who are deaf and/or hard of
hearing.

e Physically restrains individuals as necessary to prevent injury to individual or others.

15% 3. Verifies individual’'s safety and protection through monitoring and supervision.

e Monitors and directs individuals during activities on the programmatic unit and
throughout the center’s buildings.

e Escorts individuals on and off center grounds.

e In performance of job duties, works after business hours, weekends and holidays.

15% 4. Serves as designated lead worker.

e Assigns and reviews work.

e Provides guidance and training to assigned staff.

e Advises immediate supervisor regarding performance of staff.

15% 5. Monitors and reviews the completion of staff monitoring sheets, data collection reports,
progress notes etc.

e Provides guidance to subordinate staff in the daily course of duties such as the
implementation of treatment programs, schedules and activities for the programmatic
unit.

5% 6. Directs individuals in the maintenance of a clean, safe and secure environment.

e Performs limited housekeeping functions including spot mopping, emptying trash and
cleaning areas following accidents.
e Monitors and reports breaches of security and the need for building repair or
replacement of supplies and equipment.
e Travels in performance of job duties.
5% 7. Performs other duties as assigned or required 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)
Residential Services Supervisor  38280-10-73-060-10-22
Residential Services Supervisor  38280-10-73-060-10-01

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

OO0 Supervisor 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 #27013-10-73-060-00-22 Page 2 of 3



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

Position Title Position Number No. of Incumbents or Funded Vacancies
Mental Health Technician 2 27012-10-73-060-00-21 Multiple
Mental Health Technician 2 27012-10-73-060-00-22 Multiple
Mental Health Technician 1 27011-10-73-060-00-21 Multiple
Mental Health Technician 1 27011-10-73-060-00-22 Multiple

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 high school.

2. Requires successful completion of an approved training program and one year experience in or
applicable to the care, treatment and habilitation of individuals with intellectual or developmental
disabilities.

3. Requires the ability to communicate with individuals who are deaf and/or hard of hearing using manual
communication at a novice skill level.

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to physically restrain individuals as necessary to prevent injury to individual or others.

2. Requires the ability to work after business hours, weekends and holidays.

3. Requires the 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 Division of Developmental Disabilities is seeking to hire a Mental Health Technician Il for the Mabley
Developmental Center located in Dixon, lllinois to serves as lead worker and relief shift charge to lower-level
Mental Health Technicians for a designated living area and shift. Provides physical support with personal care
services to individuals. Conducts individual and group programs. Verifies individual’s safety through monitoring
and supervision. Teaches and directs individuals in the maintenance of a clean, safe and secure environment.
Ensures for compliance with lllinois Department of Public Health requirements when performing duties. Utilizes
manual communication in performance of duties with individuals who are deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATURE SIGNATURE SIGNATURE
12/3/22
12/7/22
LS
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

BILINGUAL POSITIONTITLE

1. POSITION TITLE WORKING TITLE (IF ANY) CODE OPTIONCODE | 2. POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION
Mental Health Technician MC 27015-10-73-060-00-22
\Y 20

5.

6. WORK | 7. All 8.

3. AGENCY 4. BUREAU/DIVISION (E:)(()I\gI'E coinmy | are | punm | & CFFICEUSE

EXISTING POSITION

NEW/REVISED POSITION

Department of Human Division of Developmental

0 052 1 R

) Disabilities
Services
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT COhE e~
EXISTING POSITION ] MA021 ESTABLISH 7/1/2022
0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Mabley Developmental
Center Residential Services — Thurber Late-MH (I MC026 CLARIFY
] MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
14. WORK LOCATION CODE T CHANGE
[0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [] MD021 ABOLISH
0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RC009 N [0 MC150 LATERAL REALLOCATION
Dixon/Lee County 1 MC158 UPWARD REALLOCATION
1)
T/‘I’MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30% 1. Serves as paraprofessional in the coordination of program implementation on an assigned
residential unit.
e Implements group and individual behavior modification and developmental programs.
e Utilizes baseline, shaping and evaluating procedures.
e Evaluates individual progress, reporting data to professional program staff for monthly
and annual reviews.
e Delegates and participates in the completion of basic home setting responsibilities on
the unit.
e Direct care responsibilities involve extended work hours and assignments to different
shifts, after business hours, weekends and holidays.
e In performance of job duties lifts and carries moderate loads up to 50 pounds.
15% 2. Maintains records of individual data and completes frequency data as assigned by the
Habilitation Program Coordinator.
¢ Records progress into the clinical record for individuals served.
e Completes adaptive behavior assessment records.
10% 3. Utilizes manual communication skills with individuals who are deaf and/or hard of hearing.

Position # 27015-10-73-060-00-22 Page 1 of 3



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

??I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
10% 4. As a paraprofessional member of the interdisciplinary team, participates in diagnostic and
evaluation staffing.
¢ Provides team with individual behavioral data, response to programming and
recommends alternatives.
10% 5. Participates with and assists lower-level technicians in the development and implementation of
individualized programs.
¢ Handles immediate program related difficulties which may occur on the late shift.
o Refers complex programs to the shift supervisor and/or the Habilitation Program
Coordinator.
e Intervenes in potential crisis situations such as, but not limited to, suicide attempts and
verbally or physically aggressive behavior.
e Provides controls as necessary to ensure individual safety.
e Physically restrains individuals as necessary to prevent injury to the individual or others.
10% 6. Verifies individual safety and protection through monitoring and supervision.
e Monitors and directs individuals during activities on the unit and throughout the center’s
buildings.

Escorts individuals on and off the center grounds.

Reports behavioral problems to the Residential Services Supervisor or Habilitation
Program Coordinator and other professional staff and always monitors the whereabouts
of every individual.

10% 7. Participates in training to gain and/or maintain skills needed for care and habilitation of
individuals and to remain knowledgeable of accrediting agency standards and new concepts in
clinical and health issues.

¢ Provides guidance in developing programmatic skills and technigues to lower level

technicians.
e Handles immediate program related difficulties and refers complex problems to the
Educator.
5% 8. 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)
Mental Health Administrator | 26811-10-73-060-00-22
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[ Supervisor [ 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 Incumbents or Funded Vacancies
N/A

Position # 27015-10-73-060-00-22 Page 2 of 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.
Minimum Qualifications
1. Requires knowledge, skill and mental development equivalent to (1) two years college and successful
completion of an approved training program.
OR
(2) Compiletion of high school and one year paraprofessional experience in, or applicable to the care,
treatment and habilitation of individuals with mental iliness or developmental disabilities and successful
completion of an approved training program.
2. Requires the ability to communicate utilizing manual communication skills at a novice skill level.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physical restrain individuals as necessary to prevent injury to the individual or

others.

2. Requires the ability to lift and carry moderate loads up to 50 pounds.

3. Requires the ability to work after business hours, weekends and holidays.

4. Requires verbal and written skills, mental ability to analyze assess and use good judgement.

5. Requires the ability to write and observe staff and individuals and provide personal care services for

individuals.
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 Division of Developmental Disabilities is seeking to hire a Mental Health Technician V for the Mabley
Developmental Center to serve as paraprofessional in the coordination of program implementation on an
assigned residential unit. Participates with and assists lower-level technicians in the development and
implementation of individualized programs. Delegates and participates in the completion of basic hom e setting
responsibilities on the unit. Direct care responsibilities involve extended work hours and assignments to different
shifts. Utilities manual communication skills with individuals who are deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS SIGNATURE ygﬁf;ﬁ&i SUPERVISOR AGENCY HEAD SIGNATURE DATE

8/3/22 7/10/22

Position # 27015-10-73-060-00-22 Page 3 of 3
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CM SEPARTMENT OF CENTRAL .
ANAGEMENT SERVICES POSITION DESCRIPTION

ILLINOIS

1. POSITION TITLE WORKING TTTLE (TF ANY) (SRR oabe | 2. POSITION NUMBER
{Existing Position
27015-10-73-512-50-22
evised Position
Mental Health Technician 5 20 27015-10-73-520-12-22
3. AGENCY 4. BUREAU/OIVISION S B |° oy | ABw |oAom [ orricEUsE
[ Existing Position
[NewiRevised Postton y
. Mental Health and
Department of Human Services Developmental Disabilities Services 0 052 | N R
10. SECTION 1. UNIT 12.TRANSACTION CODE ¥3. EFFECTIVE DATE
Existing Position .
(2=(-Of -
o
New/Revised Position . N "
Mabley Developmental Center Residential Services - Thurber Late MARZY  EREAFMHLDE CHANGE
MC024 POSITION NO. CHANGE
14. WORK LOCATION 15. BARGAINING/TERM P MCO026 CLARIFY
Existing Position MCO27  ADDITIONAL IDENTICAL CHANGE
MCO28  WORK COUNTY CHANGE
MCM; B'B%Lﬁmo REALLOCATION
NewiRevised Position MC150 LATERAL REALLOCATION
Dixon RC-9 MC158 UPWARD REALLOCATION
% OF TIME | 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30%

15%

10%

10%

10%

| Under direct supervision of the Residential Services Late Shift Supervisor, functions as a para-professional in

| the coordination of program implementation on a residential unit; participates with and assists lower level

| Mental Health Technicians in the implementation of individualized programs; delegates and participates in the

| completion of basic home setting responsibilitics on the unit; Utilizes manual communication in the performance
of all duties involving direct contact with recipients who require such. Direct care responsibilities involve

: extended work hours and assignments to different shifts.

| % OF TIME DESCRIPTION OF DUTIES AND RESPONSIBILITIES

!

| l.Sef veg as para-professional programming coordinator on the unit; implements group and individual behavior

| modification and developmental programs; utilizes baseline, shaping and evaluating procedures; evaluates
recipient progresgwreporting @Pdata to professional program staff for monthly and annual reviews; uses
manual sign langlage with recipients who require such.

|

| 2. Maintains records of recipient data and completes frequency data as assigned by the Habilitation Program
Coordinator, records progress into the Clinical Record for each individual recipient; completes adaptive behavior
assessment records.

I

| 3. Using sign language with recipients who require such, provides daily living skills training to recipients,

| participates in the completion of daily home responsibilities e. g., preparing food, housekeeping, laundry,

| clothing care; Teaches recipients how to perform daily living activities to foster development and independence;

| 4. As paraprofessional member of the Interdisciplinary (ID) Team participates in diagnostic and ¢valuation

: staffing; provides team with recipient behavioral data, response to programming, and recommends alternatives.

| 5. Provides guidance in the development of programmatic skills and techniques to lower level Technictans

| assigned to unit; Handles immediate program related difficulties which may occur on the late shift, refers

| complex programs to the Shift Supervisor and/or the Habilitation Program Coordinator. Intervenes in potential

| crisis situations such as suicide attempts, verbally or physically aggressive behavior, etc., provides controls as
necessary to ensure recipient safety.

DIRECTOR OF CMS SIGNATURE IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE q//)A?E
. o]
WMEW 2HT0/ ureau of Parsonnel L Foned, o/

CME=104 (Rev. 10/94) 1L 401-0784 / SEP 12 7001 POSTED =z

Tech Services
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16. {CONTINUED)

% OF TIME |

10% : 6. Using manual sign language with recipients as necessary, escorts recipients and participates with them in
various activitics within and outside the facility; assists in their supervision while they participate in such

| activities; observes behavior of recipients in activities and reports behavioral problems to Residential Services

| Supervisor or Habilitation Program Coordinator and other professional staff. Monitors the whereabouts of every

] recipient at all times

: 7. Receives training to gain and/or maintain skills needed for care and habilitation of recipients and to remain
knowledgeable of accrediting agency standards and new concepts in clinical and health issues. Provides guidance

lin developing programmatic skills and techniques to lower level technicians assigned to the Adult Day Training;

] handles immediate program-related difficulties which may occur on that particular shift and refers complex

| problems to the Educator.

10%

5% 8. 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 svaluations; effectively recommending and imposing disciplinary action and adjusting
grievances for the incumbent of this position).

WORKING TIiTLE (IF ANY)

Residential Services Supervisor 3@280-10-73-520-00-22 Shift Supervisor

18. CHECK THE APPROPRIATE BOX IF TH!S POSITION IS A
O SUPERVISOR OR 3 LEAD WORKER

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

It a box was checked above, list position title, position number, and number of subordinate incumbents or authorized funded head
count:

No. of Incumbents or
Position Title Position Number Funded Vacancies

19. SPECIALIZED KNOWLEDGE, 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.

Strength and ability to carry out physical restraint procedures- ability to lift and carry 50 pounds, ¥itel-—bondmd-staon;
ndandfinenrdexterity; ability to walk and run, communicate orally and in writing; ability to communicate in sign
language at a colloquial skill level. Ability to work overtime and a shift different than normal assignment. Requires either
knowledge, skill and mental developrent equivalent to, (1) two years college and successful aopletion of a
coprenensive training program at the Mental Health Tedhnician Trainee II level, or {(2) creyeargma;rofessm'al
experience in, or ggplicable to the care, treatment ard habilitation of persans with megntal illness or
Geveloarental disabilities and suacessful completion of an approved training progremBureay of Personnel

AR

Crn 1 o
LI A
Tech Services




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

BILINGUAL POSITIONTITLE

1. POSITION TITLE WORKING TITLE (IF ANY) 'SR SoTonCobe | 2- POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION SS2 30010-10-91-401-80-29
Office Assistant 29 Intahiahad
5.
3. AGENCY 4. BUREAU/DIVISION exvr | SWORK T A 8 i 9 OFFICEUSE
CODE

EXISTING POSITION

NEW/REVISED POSITION

Department of Human Family & Community Services 0 016 2 R
Services
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE oo
EXISTING POSITION
L] MA021 8/1/22
ESTABLISH

[0 MA022 EXEMPT CODE CHANGE
[0 MC024 POSITION NUMBER CHANGE
Region 1 North Clerical MCO026 CLARIFY
15. BARGAINING/TERM RUTAN [0 MC027 ADDITIONAL IDENTICAL CHANGE
CODE EXEMPT | ] MC028 WORK COUNTY CHANGE

1 MD021 ABOLISH

[0 MC149 DOWNWARD REALLOCATION

[0 MC150 LATERAL REALLOCATION

NEW/REVISED POSITION

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

. RCO014 N
Ogden Office/Cook County [0 MC158 UPWARD REALLOCATION
??I)M?EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 1. Receivesand distributes mail, manual releases, and memos, including incoming
correspondence from customers and applicants, drop box items, faxes, and centrally mailed
reports.
e Scans and uploads customer information into DataCap system and/or network scanning
options.

e Assists with preparation and processing of outgoing mail.
e Prepares case records for transfer to other Family and Community Services (FCS)
divisions and storage.
15% 2. Edits general client information in the Integrated Eligibility System (IES) system.
e Prepares and maintains complex, highly specialized records and reports.
e Matches verifications to pending paperwork.

e Operates such common office equipment as personal computer, copy/scan/fax
machines and postage machine.

e Updates the computerized clients file, i.e., client characteristics and client activity.

e Enters employment and confidential materials including staff performance evaluations.
10% 3. Keyboards, prepares, or proofreads a wide variety of correspondence.

o Keyboards unit meeting minutes, weekly and monthly statistical reports.
e Keyboards a variety of routine forms, form letters, cards, and records.
e Proofreads copy for both clarity and accuracy of content.

Position #30010-10-91-401-80-29 Page 1 of 3
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TIME

10%

10%

10%

10%

5%

5%

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Edits for grammatical and spelling errors.
Compiles weekly and monthly reports.

4. Serves as receptionist.

Directs callers to staff, refers sensitive/complex/technical matters and policy concerns to

managers.
Gives routine information concerning agency policy and procedures.

Takes and distributes messages and directs visitors to proper personnel.
Responds to inquires of a non-technical nature in person and by phone.

Works the front desk greeting and directing customers and visitors to proper party
Accepts verifications and applications from customers, distributes applications and
formsrequested by customers utilizing Integrated Eligibility Systems (IES)
correspondence.

Maintains lobby and confirms that forms and pamphlets are current and available.

5. Provides clerical office support.

Issues new or replacement Link cards to customers.

Maintains records of card numbers issued or voided, completes computerized
transactions to communicate activation of card to Electronic Benefit Transfer (EBT)
contractor.

6. Serves as timekeeper for staff.

Checks daily attendance records and inputs time on terminal.
Completes payroll correction forms.

Monitors the submission of staff leave of absence requests.
Records and balances staff available benefit time usage.
Reconciles time records with computer generated reports.

7. Translates functions/procedures into Spanish for individuals who cannot speak, read or write
English, in contacts with the general public, advocacy groups, customers and community
organizations.

7. Maintains files, office supplies, and forms.

Maintains Department of Human Services (DHS) forms, reports, and supplies.
Maintains/reports unit attendance and maintains corresponding files.

8. 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)

Executive | 13851-10-91-401-80-01 Office Manager
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

] Supervisor

] Lead Worker

Position #30010-10-91-401-80-29 Page 2 of 3
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 high school.

2. Requires one year of related office experience.

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

4. Requires the ability to keyboard accurately at 35 wpm.

20. CONDITIONS OF EMPLOYMENT

1. N/A

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 Division of Family & Community Services is seeking to hire a friendly, personable speaking voice who loves
helping others to work as an Office Assistant at the Ogden Family and Community Resource Center. As an
Office Assistant, you will typically be the first-person customers speak with, so you will have a great
responsibility of providing clients with a productive experience. The Division helps lllinois residents by
connecting them with many programs and services. Through our programs, services and prevention efforts, the
Division improves the health and well-being of individuals and promotes self-sufficiency and integrity of families
of lllinois.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR

DIRECTOR OF CMS SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

8/17/22

8/22/22

AM

Position #30010-10-91-401-80-29 Page 3 of 3



ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104

POSITION DESCRIPTION

| 1. POSITION TITLE ' WORKING TITLE (IF ANY) - BILNGUAL = FesION pe. 2. POSITION NUMBER |
EXISTING POSITION T o B T
NEW/REVISED POSITION
Office Associate 29 SS2 30015-10-91-813-80-29

X 5. ) . !

3. AGENCY 4. BUREAU/DIVISION Exvt & OB T v upm |, 9 OFFICEUSE
EXISTING POSITION M
NEW/REVISED POSITION
Department of Human Family & Community Services 0 016 1 R
Services

10. SECTION

* 12. TRANSACTION 13. EFFECTIVE

F 1. UNIT CODE DATE
EXISTING POSITION ] MAO21
ESTABLISH 12/16/2021
0O MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION 0O MC024 POSITION NUMBER CHANGE
Region 1 South Clerical MC026 CLARIFY
14. WORK LOGATION é 50 SQRGAININGNERM _ FE‘;(J;QI;T O MC027 ADDITIONAL IDENTICAL CHANGE
e : , © 0O MC028 WORK COUNTY CHANGE
EXISTING POSITION 0 MDO021 ABOLISH
O MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION 0 MC150 LATERAL REALLOCATION
Calumet Park Office/ RCO14 N am WARD REA T
Cook County C158 UPWAR R LLOCA |o_.r:1 _
‘I{‘;I\(A?g - 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
 25% | 1. Keyboards or proofreads a wide variety of correspondence. ]
e Prepares complex memos, including medical, technical and legal terminology.
e Proofreads keyboarded copy for both clarity and accuracy of content.
e Edits for grammatical and spelling errors.
e Compiles weekly and monthly reports.
20% 2. Keyboards and maintains complex, highly specialized records and reports.

Reviews and verifies claims and applications from various contacts.

Scans and uploads customer information into Datacap system.

Enters general information and updates in Integrated Eligibility System (IES).
Provides information concerning available services.

Clarifies and process and procedures to vendors and others.

15% 3.

Receives telephone calls, determines the nature of the calls.

Directs callers to appropriated staff, refers sensitive/complex/technical matters and
policy concerns to appropriate managers.

Position # 30015-10-91-813-80-29
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

e
i

??;I\?EF , 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS !

+ Gives routine information concerning agency policy and procedures.
e Takes and distributes messages and directs visitors to proper personnel.
¢ Responds to inquiries of a non-technical nature in person and by phone.

10% 4. Maintains and organizes customer appeals files.

¢ Maintains and organizes records, reports and documents pertinent to hearing.

e Maintains and organizes supervisor’'s administrative files containing performance
evaluations and confidential personnel files.

¢ Maintains and organizes Family Community Resource Center (FCRC) invoices and
other administrative records.

10% 5. Translates functions/procedures into Spanish for individuals who cannot speak or read English,

in contacts with the general public, advocacy groups, customers and community organizations.

10% 6. Provides clerical office support.

e Serves as back-up timekeeper in the timekeeper's absence.

¢ Prepares and maintains time and attendance records and reports.

¢ Organizes and maintains timekeeping filing system.

5% 7. Receives and distributes mail, manual releases and memos.

¢ Processes outgoing mail.

¢ Completes computer reports.

¢ Updates Supervisor’'s records, manuals, etc.

5% 8. 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 (Responsuble for assigning and rewewmg 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)
Executive | 13851-10-91-813-80-01 [ Office Manager
| 18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A: -

O Supervisor [ 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 5 Position Number »  No. of Incumbents or Funded Vacancies

N/A

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 high school.

Position # 30015-10-91-813-80-29
e, Page 2 of 3



C M S ILLINOIS DEPARTMENT OF CMS-104
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.

2. Requires two years of office experience.

3. Requires ability to keyboard accurately at the rate of 45wpm.

4. Requires the ability to speak, read and write Spanish at a colloquial level.
Knowledge, Skills, and Abilities

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

2. Requires ability to operate commonly used manual and automated office equipment and perform routine

maintenance.

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

4. Requires extensive knowledge of office practices, procedures and programs.

20. CONDITIONS OF EMPLOYMENT

1.

21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-

- encompassing or to address all responsibilities of the position.
Under direction, performs a variety of complex specialized clerical support pport duties of the financial unit in support

of the Family Community Resource Center daily operations. Keyboards, receives, and files documents.
Processes records and performs general office support functions involving FCRC processes and/or methods
requiring application of agency policies and procedures. Also, determines work methods and procedures to
complete assignments; provides information/assistance to explain/clarify rules, processes, or procedures.
Communicates in Spanish to those individuals who do not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The Ilinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

" IMMEDIATE SUPERVISOR f '
DIRECTOR OF CMS SIGNATUR"EW 'SIGNATURE ) : AGENC—Y HEAD S|GNATURE,,,, DATE
QM4 mem 1/5/22
’ AM

Position # 30015-10-91-813-80-29
Page 3 of 3




CMS

ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1, POSITION TITLE WORKING TITLE (IF ANY) BNGURL | POSTRNTITE | 3 POSITION NUMBER
Existing Position
Offios Conrdinator 29 | sS2 | 30025-10-91-229-00-29
3 AGENCY 4. BUREAU/ DIVISION SERT [ o wok [T A Ty uon | ° oence
Exfsing Postion Human Capital Development
New/Ravisad Position . . . ;
Department of Human Services Family & Community Services 0 016 | N R

12, TRANSACTION 13, EFFECTIVE DATE

10. SECTION

11. UNIT

CODE

Existing Paosition

New/Revised Position

06-01-13

Region 1 North

O MA021 ESTABLISH

Administration
0 MC022 EXEMPT CODE CHANGE

14. WORK LOCATION

Rulan [ MC024 POSITION NUMBER CHANGE
15. BARGAINING/TERM CODE Exempt MC026 CLARIFY

Exisling Position

O MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
0 mMD021 ABOLISH

New/Revised Posilion

West Suburban Office, Cook County

O MC149 DOWNWARD REALLOCATION
RCO014 N | O MC150 LATERAL REALLOCATION
O MCi58 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under direction, performs paraprofessional and technical secretarial and office support functions for the
Local Qffice Administrator in the West Suburban Local Office of the Division of Family & Community
Services, DHS. Assists in a variety of office management and support functions. Types a variety of forms,
form letters, cards and records. Performs functions requiring interaction with recipients/clients which
regularly involves translating for Spanish speaking individuals.

1. Serves as secretary to the Local Office Administrator of the West Suburban Local Office. Type’s letters,
reports, memoranda and directives to staff, regional office personnel, other agencies and the community.
Proofreads material which contains technical and medieal terms for content, compliance with policies,
grammar and accuracy. Operates a personal computer and related software; develops statistical reporting
forms, develops form letters and glossaries and establishes codes for recall purposes.

2. Performs a variety of administrative staff support functions; coordinates various administrative staff
activities with other DHS local offices and other agencies; gathers information from multiple sources and
responds to inquiries from clients, vendors, public/private agencies and the general public with information
and directions to sources of assistance; explains programs and procedures to clients, Community groups,
vendors and the general public; coordinates offices training needs and requests, prepares training schedule of
all staff. Collects data and prepares summary reports, independently composes routine letters and

3. Maintains files of correspondence, statistical reports, memoranda and medical inquiries; Xeroxes copies
of all inquiries received and routes to proper persons; maintains control on responses from inquities; types
returned responses and mails; maintains controls on all correspondence being forwarded to Central Office.
Follows-up to verify reports are received from supervisory and administrative staff. Maintains a variety of
tickler systems to monitor completion of administrative activities, including performance evaluations for the
office staff; types all performance evaluations.

% OF TIME
SPECIFICALLY:
30%
25%
memoranda.
15%
10%

4. Receives and directs visitors for Local Ofﬁce Administrator or other staff, screens telephone calls for
pnorlty ancl importance apd.a ; s and cancels appointments for supervisor, maintains
s of routine matters.

e

DATE

2 OR SiIG RE AGENCY, HEAD SIGNATURE
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS {Continued)

5% 5. Monitors receipt of manuai releases/memoranda and updates assistance programs manuals, maintains and

updates administrative manuals for LOA when new releases are received.

5% 6. Follows oral and written instructions, completes technical and complex tasks, accesses automatic office

equipment to obtain data and compile reports of pending or outstanding activities.

5% 7. Translates functions/procedures into Spanish for clients who cannot speak or read English.

5% 8. Performs other duties as assigned or required 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.)

Public Service Administrator 37015-10-91-229-00-29

WORKING TITLE (IF ANY}

Local Office Administrator

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

{0 SUPERVISOR OR  []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 er authorized funded

headcount:

Position Title

Position Number

No. of Incumbents or Funded Vacancies

N/A

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 NQ LONGER BE USED.

Requires knowledge, skill and mental development equivalent to two years secretarial/business college or completion of
high school and two years related office experience or two years independent business experience; requires extensive
knowledge of office practices, procedures and programs; requires extensive knowledge of composition, grammar, spelling
and punctuation and basic mathematics; requires the ability to follow oral and written instructions. Requires ability to type
accurately at 30 wpm. Requires ability to communicate effectively in Spanish at the colloquiat level.




LLINGIS DEPARTMENT OF |
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | Porau | POt i | 3 pOSITION NUMBER
Existing Position
¢ RN
New/Revised Position
) . o . . 25 I334-10.T70. -12.25
Physician Specialist Option D = R 18 32224-10-79-160-12-25
3. AGENCY 4. BUREAU/ DiVISION FEAT [ EWork 1T Ty | 0 G
Exising Position
Now/Revised Position L.
Department of Human Services Division of Mental Health 5 016 | Y R
10. SECTION 11, UNIT 12, TRANSACTION 13 EFFECTIVE DATE

£oog

Existing Position

8/1/19

New/Revised Position

i Medical Services - MOD O] MAG2 ESTABLISH
Chicago-Read Mental Health Center , 1 Meoss EXCAIT CODE CHANGE

Raen | [ MCO24 POSITION NUMBER CHANGE

14, WORK LOCATION 15, BARGAINING/TERM CODE Exempt | [ MCO26 CLARIFY
Exutiey Position [ mCe2? ADDITIONAL IDENTICAL CHANGE
Chicago [ MCC2E WORK COUNTY CHANGE

{1 MDDt ABOLISH
NewrRevised Prsiton 1 MO39 DOWNWARD REALLOCATION
Chicago, Cook County RCO63 N | £} MC150 LATLCRAL REALLOCATION

C3 MCISE _UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, as a non-administrative Ilinois licensed Physician, provides a full range of
psychiatric/medical assessments and treatments to patients. Conducts examinations, makes diagnosis and
treats patients on an assigned shift. Serves as a member of the treatment team. Answers calls for
emergencies. Performs and writes psychiatric evaluations, Evaluates, prepares and attends court testimony.
Communicates in Russian to those individuals who do not read or speak English.

SPECIFICALLY:

30% 1. As a non-administrative Illinois licensed Physician, provides a full range of psychiatric/medical
assessments and treatments to patients. As a primary physician specializing in Psychiatry, provides
comprehensive psychiatric treatment for all inpatients of the facility. Conducts examinations, makes
diagnosis and treats patients on an assigned shifi. Completes a thorough psychiatric assessment on each
patient as well as providing and/or moniioring on-going individual psychotherapy, group therapy and milieu
therapy. Performs and writes psychiatric evaluations and writes program notes. Facilitates and provides
guidance in the development of treatment plans that represent a collaborative approach towards treatment of
patients; evaluates to ensure that the medical and psychiatric services provided by the treatment team meet
state and professional standards. Evaluates, prepares and attends court testimony.

30% 2. Makes periodic and direct evaluation of patient’s general and psychiatric progress and response to
treatment and documents same in the medical record, writes physician’s orders; initiates and revises
prescribed medications and treatment; approves privileges, passes and other types of referrals. Answers calis
for emergencies, restraints, seclusions, injuries and medication for current patients.

15% 3. Serves as a member of the treatment team and a treatment team leader, coordinales the development of
patient treatment plans i.e., review and evaluation of patient’s treatment, discharge planning and milieu
recommendations.

10% 4. Translates functions/procedures into Russian for patients and/or their families who cannot speak or read

English, including reading and writing in Russian on a facility-wide basis.

DIRECTOR QF CMS SBNATURY IMMEDIATE SU?’?R&S%R S]GNAT%RE AGENCY HEAD SIGNATURE

N AUG 1 6§ 2018

N Per




16 {CONTINUED)

%% OF TIME 15 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

erumerated above,

3% 4. Pariicipates actively on medical staff commitices, attends monthly medics! staff meetings, all Department
of Human Services (DHS) and Chicago-Read Mental Health Center mandaiory training and participates in all
coentinuing medical education activities at the facility.

5% 3. Provides psychiatric guidance to non-psychiatric physicians, other clinicians and nursing stafT,

5% &. Performs oher duties as required or assigned which are reasonably within the scope of the duties

7. POSITION TITLE AND NUM3ER OF IMMEDIATE SUPERVISOR (Responsible for assigning and raviewing work, preparing,
conduct ng and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting
grisvances for the incumbent of this position.)

Medical Administrator 1, Option D

264061-10-79-160-10-01

WORKING TITLE {IF ANY)

Associate Medical Director

headcourd:

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A
[JSUERIVSOR  OR [CJLEAD WORKER

NOTE: EBupsrvisory or lead worker responsibillties must be described in & detailed duty statement(s) with 3

time sercentage(s) ailotted.
if 2 box was checked above, list position title, position rumbear, and numbar of subordinate incumbents ar suthorized fundad

Pxsifion Tille

Pasition Number

No. of incumbenis or Funded Vacancies

N/A

CAN ND LONGER BE USED.

19. SPECIALIZED KNOWLEDGES, BKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL
PERFCRIMANCE OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND
ABILITIZS AMD LICENSURE OR CERTIFICATION 1DENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION"

Requires an [llinois license to practice medicine and American Board Certification in psychiatry. Requires ability to speak,
read and write Russian at a colloquial skill level. ‘




CMS

DEPARTMENT OF CENTRAL
MANAGEMENT SERVICES

POSITION DESCRIPTION

Il. POSITION TITLE WORKING TITLE (FF ANY) [ BGAL POSIOS TE 1 5 pOSITION NUMBER
‘F_‘isling Position
New/Revised Position
Physician Specialist, Option D 25 RN 32224-10-79-160-12-25
3. AGENCY 4. BUREAU/DIVISION SET [ WO T AT v avore Jo ormce use
Existing. Tositzon
New/Revised Position R
Department of Human Services Division of Mental Health 5 o6 Y
10. SECTION 11. UNIT 12.TRANSACTION CODE | 13.erFrcTivE DatE
Existing Position “7 -]..09
~.1-08
New/Revised Position
i - Medical Services - MOD O MA021 ESTABLISH
Chicago-Read Mental Health Center MCO22  EXEMPT CODE CHANGE
MC024  POSITION NO, CHANGE
1‘4: \.mmf .I_JOCATION 15. BARGAINING/TERM iy MCD26  CLARIFY
Existing Position MC027  ADDITIONAL IDENTICAL CHANGE
MC028  WORK COUNTY CHANGE
MDO2I  ABOLISH
New/Revised Position MCI49  DOWNWARD REALLOCATION
) N\ MC150 LATERAL REALLOCATION
Chicago RC063 MC158  UPWARD REALLOCATION

% OF TIME l 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

: SPECIFICALLY:
30%

30%
15%
10%

5%
| weekend shifts.

| Under general direction'of the Associate Medical Director, as an Illinois Licensed Physician, provides'a full
| range of psychiatric/medical assessments and treatment to recipients. Communicates in Russian to those
| individuals who do not read or speak English

| 1. Asa primary physician specializing in psychiatry, conducts psychiatric evaluations; orders and interprets
diagnostic tests; diagnoses and develops treatment plans; rovides emergency psychiatric and medical services

| C ! 5 ps ] S, P gency psy ¢

| to all inpatients of the facility when working evening, night and weekend shifts. Personally speaks to referring
physicians and agencies to obtain relevant clinical data.

|

| 2. Conducts and writes medical and psychiatric evaluations, orders medications and other treatments, makes
decisions regarding discharge and referral of applicants, notes and signs restraint orders. Evaluates recipients

| for discharge and assists in developing discharge plans.

| 3. Provides psychiatric and medical leadership for clinical and non-clinical personnel.

4. Translates functions/procedures into Russian for individuals who cannot speak or read English, in contacts
| with the general public, advocacy groups, customers and community organizations.

| 5. Provides medical and psychiatric coverage on all inpatient services when working evening, night and
5% | 6. Participates in medical staff committees and staff meetings. Participates in all DHS and Chicago-Read
| Mental Health Center mandatory training. Participates in continuing medical education activities.

| 7. Performs other duties as required or assigned which are reasonably within the scope of the duties

5%
| enumerated above.
, : CENTRAL MGMT SERVICES
S SIGNAT IMMEDIATE SUPERVISOR SIGNATURE
0CT 27 2008
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16, (CONTINUED)

% OF TIME |

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work,‘prcparipg, conducting and
signing performance evaluations; cffcctively recommending and imposing disciplinary action and adjusting gricvances for the incumbent of this
position).

WORKING TITLE (IF ANY)

Medical Administrator I, Option D 26401-10-79-160-10-01 Associate Medical Director

18. CHECK THE APPROPRIATE BOX IF THIS POSITION 1S A:
OSUPERVISOR OR OLEAD 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 head count:

No. of Incumbents or
Position Title Position Number Funded Vacancies

19. SPECIALIZED KNOWLEDGE, 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 an Illinois license to practice medicine and American Board Certification in Psychiatry, Requires ability to
speak, read and write Russian at a colloquial skill level.




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

1. POSITION TITLE WORKING TITLE (IF ANY) | BIRCHA - PO o be | 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION
Psychologist | 20 MC 35611-10-73-061-13-22

: 6. WORK | 7. A/l | 8.
3. AGENCY 4. BUREAU/DIVISION cE:)(()I\I/DI'I'E COUNTY AUTH AuDIT 9 OFFICEUSE

EXISTING POSITION

NEW/REVISED POSITION

Department of Human Division of Developmental

0 052 2 R

: Disabilities

Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION ] MAO21 ESTABLISH 12/1/2022

[0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [0 MC024 POSITION NUMBER CHANGE
Mabley Developmental

.

Center Psychology Services b MC026 CLARIFY

0 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION CODE Exempr | CHANGE

[0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [] MD021 ABOLISH

[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
Dixon/Lee County RC063 N [J MC158 UPWARD REALLOCATION
0,
T/‘I’MCI)EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30% 1. Performs professional psychological services to individuals including assessment program

planning, instructing staff on implementation of programs and data collection and interpretation
of individual progress.
e Conducts and interprets psychological testing and assessments.
e Submits test/assessment documents and progress notes to Lead Psychologist for
review and consultation.
e Provides information for the individuals diagnosis.
e Provides crises intervention to individuals.
e Physically restrains individuals as necessary to prevent injury to individual or others.
25% 2. Serves as a member of the Interdisciplinary Teams by conveying individual progress
information to the Team for assigned individuals.
¢ Recommends the design and review of habilitation plans and behavior intervention
programs.
e Monitors compliance with certification and accreditation standards in the provision of
psychological services.
20% 3. Implements behavior programming with individuals, provides counseling, trains direct care staff
in the provision of behavior programs.

Position # 35611-10-73-061-13-22 Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Utilizes behavior analysis and modification for developing BIP.
Audits the provision of behavior programs in accord with established programs.
Participates on the Behavior Intervention Committee (BIC) and presents relevant
information and recommendations related to BIP’s.
e Travels in performance of job duties.
10% 4. Completes comprehensive summaries of counseling sessions.
e Collects program evaluation data and recommends the design of data collection
methods.
¢ In performance of job duties work after business hours, weekends and holidays.
10% 5. Utilizes manual communication skills to communicate with individuals who are deaf and hard of
hearing.
5% 6. 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 37015-10-73-060-00-22 Clinical Director
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

] Supervisor [ 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 Incumbents or Funded Vacancies
N/A
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 a master’s degree in psychology from a recognized college or university supplemented by two
years’ professional experience in psychology or satisfactory completion of the psychologist associate
program.
2. Requires ability to communicate through manual communication at a novice skill level.
*This class is included as an Upward Mobility Program credential title.

Position # 35611-10-73-061-13-22 Page 2 of 3



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

20. CONDITIONS OF EMPLOYMENT

1. Requires visual acuity and hearing levels to conduct counseling sessions and evaluations.

2. Requires ability to write clear and cohesive summaries of counseling sessions.

3. Requires physical ability to access various work sites throughout the Center and to attend meetings and
confer with individuals and other professional staff.

Requires ability to work after business hours, weekends, and holidays.

Requires ability to physically restrain individuals as necessary to prevent injury to individual or others.
Requires ability to utilize office equipment, including personal computers.

. Requires 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 Division of Developmental Disabilities is seeking to hire a Psychologist | for the Mabley Developmental
Center located in Dixon, lllinois to perform professional psychological services to individuals including
assessment program planning, instructing staff on implementation of programs and data collection and
interpretation of individual progress. Serves as a member of the Interdisciplinary Treatment Team. Utilizes
behavior analysis and modification for developing Behavior Intervention Programs (BIP). Utilizes manual
communication skills with individuals who are deaf and hard of hearing in the performance of daily duties.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across Illinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

No ok

IMMEDIATE SUPERVISOR
SIGNATURE

(it oy ﬂ%w 12/19/22

12/23/22

DIRECTOR OF CMS SIGNATURE AGENCY HEAD SIGNATURE DATE

Position # 35611-10-73-061-13-22 Page 3 of 3



CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

O

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL

PFOSITION TITLE
OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position

Public Aid Eligibility Assistant

SS 35825-10-92-097-00-29

Taciiat 4 BUREAU/ DIVISION R I I T
Existing Pasition
071
New/Revised Position . s .
Department of Human Services Family and Community Services 0 089 | 2 R
10. SECTION 11, UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
12/16/20
Mew/Revised Position
Intake [1 MAG2: ESTABLISH

Region 2

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan
Exempt

[0 mco26 CLARIFY

Existing Position

[0 MCcD27 ADDITIONAL

0 MD021 ABQLISH

New/Revised Position

Stephenson Office, Stephenson County

RCO028

0 MC022 EXEMPT CODE CHANGE
1 MC024 POSITION NUMBER CHANGE

B MC028 WORK COUNTY CHANGE
[0 MC14¢ DOWNWARD REALLOCATION

N [J MC150 LATERAL REALLOCATION
LI MC158 UPWARD REALLOCATION

IDENTICAL CHANGE

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties or responsibilities as previously described, change in work county only.
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

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.)

WORKING TITLE (IF ANY)

Human Services Casework Manager 19788-10-92-097-00-01 Local Office Administrator

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[J SUPERVISOR OR [1 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 Incumbents or Funded Vacancies

N/A

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 requires one year of clerical
supportive experience in the Department of Human Services or equivalent training and experience. Regquires ability to
speak, read and write Spanish at a colloquial skill level.




CMS

1. POSITION TITLE

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

EXISTING POSITION

NEW/REVISED POSITION
Public Aid Investigator

3. AGENCY

4. BUREAU/DIVISION

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION

11. UNIT

EXISTING POSITION

NEW/REVISED POSITION

Statewide Program Initiative

Administrator

14. WORK LOCATION

SNAP Fraud Unit

CODE
EXISTING POSITION
NEW/REVISED POSITION
: RC062
Chicago/Cook County
% OF

TIME

WORKING TITLE (IF ANY)

15. BARGAINING/TERM

CMS-104
POSITION DESCRIPTION

BILINGUAL POSITION TITLE
oor T OPHON CObE | 2- POSITION NUMBER
29 SIS 35870-10-97-888-21-29
B,
6. WORK 7.A/l | 8.
EXMT 9. OFFICE USE
CODE COUNTY AUTH | AUDIT

Family and Community Services 0

RUTAN
EXEMPT

N

016 2 R

12. TRANSACTION
CODE

] MA021
ESTABLISH

[0 MA022 EXEMPT CODE CHANGE
L1 MC024 POSITION NUMBER CHANGE

13. EFFECTIVE
DATE

10/1/21

MCO026 CLARIFY

L1 MC027 ADDITIONAL IDENTICAL CHANGE
1 MC028 WORK COUNTY CHANGE

1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

1 MC150 LATERAL REALLOCATION

1 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties or responsibilities as previously described, change in supervisor only.

Position #35870-10-97-888-21-29

Page 1 of 3



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

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 37015-10-97-888-21-30
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor O 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 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 a bachelor’s degree with major casework in law enforcement, criminal justice or related fields.
Or
Requires an associate’s degree with major coursework in law enforcement, criminal justice, or related
field, and four years of experience in investigative work such as detective, administrative, civil or
criminal investigations, licensing/certification investigations, worker's compensation investigations, etc.,
2. Requires the successful completion of an approved Public Aid Investigator Trainee program
3. Requires ability to speak, read and write in Spanish at a colloquial skill level.

Knowledge, Skills, and Abilities
1.

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to travel statewide to conduct investigations.

2. Requires possession of a valid driver’s license and must have a personal vehicle available at his/her

disposal.

3. Must not have been convicted of a felony or Class A misdemeanor.

4. Requires the ability to work a flexible work schedule
21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-
encompassing or to address all responsibilities of the position.
Under direction, conducts complex thorough overt and covert field investigations; conducts field visits in order to
interview and obtain statements from various parties, including but not limited to clients, former clients, vendors,
providers, neighbors, employers, relatives, etc.; coordinates and participates in cooperative investigative and/or
prosecutorial efforts with State’s Attorneys and other federal and state law enforcement agencies; provides
guidance and/or assistance to investigative staff in trainee status; testifies in civil and criminal proceedings;
travels statewide to conduct investigations. Communicates in Spanish to those individuals who do not read or
speak English.

Position #35870-10-97-888-21-29 Page 2 of 3



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATURE SIGNATURE SIGNATURE
10/6/21
10/20/2021
AM

Position #35870-10-97-888-21-29 Page 3 of 3



CMS

"EXISTING POSITION

" NEW/REVISED POSITION 7~ 7

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

e e e e ¢ e g e e oot iR o - SR 4 o s e = s 11 11 e i s e s L N PR

1. POSITION TITLE WORKING TITLE (IF ANY)  BILINGUAL * POSITONTITLE 5 POSITION NUMBER

. OPTIONCODE

35892-10-97-561-14-29

PA Quality Control | | ' SS 35892-10-97-561-20-29

_Reviewer N~ : R e
B. WORK 7. Al 8.
3. AGENCY 4. BUREAU/DIVISION ggng; S WORK 7ML 8 .+ 9 OFFICEUSE

EXISTING POSITION

"NEW/REVISED POSITION o6 !
Department of Human Family and Community Services 0 . 2 R
_Services e e e ' |
viees . e o e S e e AT "’”""”‘”Vi’"é"‘"‘iéi—‘i?éé"ﬁﬁéw
10.SECTION o owubNw oo .. CODE . __DATE L
EXISTING POSITION D MA021 :
ESTABLISH : 3ne/21
Quality Assurance ~ OMA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION 3
Cook County Quality Control Review - }MC024 POSITION NUMBER CHANGE
Bureau of SNAP Integrity Unit . MC026 CLARIFY
15. BARGAINING/TERM RUTAN [ MC027 ADDITIONAL IDENTICAL CHANGE
14, WORK LOCATION
CODE EXEMPT M MC028 WORK COUNTY CHANGE

" EXISTING POSITION

CTIME
25%

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

1

‘NEW/REVISED POSITION o

- O MD021 ABOLISH
( - 0 MC149 DOWNWARD REALLOCATION
- O MC150 LATERAL REALLOCATION
O\‘ RCOS2 N
~ CIMC158 UPWARD REALLOCATION

Performs comprehensive, detailed, analytical and investigative case record reviews within an
assigned geographical location to determine compliance with Federal SNAP regulations, State
regulations, and DHS procedures designed to improve program access and operations
management, and to reduce expenditures and avoid quality control errors.

o Travels statewide to DHS Family and Community Resource Centers (FCRCs) in
performance of duties, including overnight stays.

~ Conducts interviews with public assistance recipients, responsible relatives.

*» Makes collateral contacts, investigates and verifies information and/or statements
provided by public assistance recipients.
* Contacts local office staff.

20%

Prepares narrative reports on case review findings using Microsoft Office Suite programs for
submittal to the Bureau and/or U.S. Department of Agriculture.

= 1=

Position #35892-10-97-561-20-05 APR 1 3 2021 age 1 of 3
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

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

. TIME .

* Reviews cases to identify characteristics for the purpose of developing profiles of error-
prone cases.

10% 4. Translates functions/procedures into Spanish for individuals who cannot read, write, or speak
... .. English, in contacts with the public, advocacy groups, customers and community organizations.
'o10% b Reviews, studies and applres Federal and State policies, procedures and regulations, as well

1 as, DHS policies, rules and procedures governing public assistance programs included in the
o review sample.

10% 6. Participates in specral programs requrred to test proposed procedures ‘methods and/or systems

designed to improve Department operations prior to permanent implementaiion.

5% 7. Performs other duties as required or assigned which are reasonably within the scope of the
o _duties enumerated above. i
"17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsrble for assrgnmg and revrewrng
" 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)

PA Oualrty Control Reviewer Supervrsor 35900 10-97-561-20- 01

- 18. CHECK THE APPROPRIATE BOXIF THISPOSITIONISA: .~~~ 7 7

O Supervisor O Lead Worker

NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statemeni(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.

__ Postion Tite ~ PositionNumber ___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
8 STANDARDS, THE PHRASE “SAME AS SPECIFICATION” CANNO LONGERBEUSED.,
- Minimum Qualifications
1. Requires knowledge, skill and mental development equivalent to completion of four years of college wuth
course work in one of the behavioral sciences.
2. Requires two years of professional experience in casework or related area.
3. Requires the ability to speak, read and write Spanish at a colloguial skill level.
i Knowledge, Skills, and Abilities
1. Prefers experience administering the Supplemental Nutrition Assistance Program.
2. Requires extensive knowledge of public assistance policies and programs including SNAP.
3. Requires extensive knowledge of agency policies, rules and procedures.
4. Requires extensive knowledge of interviewing techniques.
5. Reguires the ability to examine and evaluate data in accordance with established criteria.

:

Position #35892-10-97-561-20-05 Page 2 of 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

- STANBARDS, THE PHRASE “SAME AS SPECIFICATION" CAN NO LONGER BE USED.
6. Requires al ablilty to present and prepare clear, concise and accurate reports using Microsoft Office Suites
and to interpret review findings and agency policies effectively in writing. Requires ability to establish and
maintain satisfactory working relationships with other staff and the general public. Requires the ability to
travel statewide, including overnight stays. Requires a valid lllinois driver's license.
7. Requires ability to establish and maintain satisfactory working relationships with other staff and the
general public.

£ e o g s e e s

20 ' CONDITIONS OF EMPLOYMENT |

1. Requwes the ablllty to travel statewide, including overnight stays.
2. Requires a valid lliinois driver's license.
21, POSITION POSTING/MARKETING STATEMENT: information in this statement is ‘NOT intended to be all-
. encompassing or to address all responsibilities of the position. o
Under direction, performs comprehenswe detailed, analyt:cal and mves’nga‘ﬂve case record reviews on State
and Federal assistance cases for the Bureau. Conducts case reviews within an assigned geographical location,
for compliance with Federal Supplemental Nutrition Assistance Program (SNAP}) regulations, State regulations
- and Department of Human Services (DHS) rules, policies and procedures. Conducts interviews with public
_ assistance recipients, responsible relatives and staff to verify information. Travels statewide in the performance
- of duties, including overnight stays. Communicates in Spanish to those individuals who do not read, write or

: speak English.

2 ABOUT THE AGENCY/BUREAU/PROGRAM
lDHS serves families in need across lllinois. Our mission is providing equ1table access to social

services, supports, programs and resources to enhance the lives of all who we serve. We are

committed to the core values of Human Dignity, Equity, Gommunity, Urgency, Transparency and Kindness.

i”‘"" ""E;”“ :

"DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD 0 ATE
WSIGNATURE  SIGNATURE = _SIGNATURE _
| : WW i 4/12/21
A
o &
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BIRGUAL - FOSITION DIE 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION _ _
Assistant Local Office

Public Service Administrator SS6 37015-10-91-401-10-29
Administrator 29
5.
6.WORK | 7.A/I | 8.

3. AGENCY 4. BUREAU/DIVISION E)él\gTE oy | e | A | S CFRCEUEE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Family & Community Services 0 016 1 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT ComE S
EXISTING POSITION [ MA021 ESTABLISH 01/16/23

0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION (1 MC024 POSITION NUMBER CHANGE
Region 1 North Administration MCO026 CLARIFY

0 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION P it CHANGE

0 MC028 WORK COUNTY CHANGE
EXISTING POSITION (] MD021 ABOLISH

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

. GBO063 N

Ogden Office/Cook County [0 MC158 UPWARD REALLOCATION
0,
?I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties or responsibilities as previously described, change in supervisor only.

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)
Family & Community Resource

Public Service Administrator 37015-10-91-401-00-01 -
Center Administrator

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

Supervisor [ 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 Incumbents or Funded Vacancies
Human Services Casework Manager | 19788-10-91-401-15-29 1

Position # 37015-10-91-401-10-29 Page 1 of 2



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

Position Title Position Number No. of Incumbents or Funded Vacancies
Human Services Casework Manager | 19788-10-91-401-21-29 1
Human Services Casework Manager | 19788-10-91-401-22-29 1
Human Services Casework Manager | 19788-10-91-401-23-01 1

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE
SUCCESSFUL PERFORMANCE OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL
OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR CERTIFICATION 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
course work in a social or human services field.
2. Requires prior experience equivalent to three years progressively responsible administrative experience
in a health or human services organization.
3. Requires ability to speak, read and write Spanish at a colloquial skill level.

Preferred Qualifications (In Order of Significance)
1. N/A

20. CONDITIONS OF EMPLOYMENT

1. N/A

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

Under administrative direction, performs highly responsible administrative duties as assistant to the Local Office
Administrator; supervises subordinate supervisory staff engaged in Income Maintenance, Intake and/or
professional operations. Serves as liaison to other State and Local government agencies; provides leadership
and administrative direction to other administrative staff. Communicates in Spanish to those individuals who do
not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS SIGNATURE ygﬁf%ﬁ;i SUPERVISOR AGENCY HEAD SIGNATURE DATE

1/30/23
2/3/23
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ILLINOIS
M S DEPARTMENT OF CENTRAL
C MANAGEMENT SERVICES POSITION DESCRIPTION
!;' POSITION TITLE WORKING TITLE (IF ANY) o FION CobE- | 2. POSITION NUMBER
Existing Position
38001-10-43-220-52-20
[New/Revised Position
Recreation Worker | 20 MC 38001-10-43-210-82-20
3. AGENCY 4, BUREAU/DIVISION S OEME | % Ny |7 b, | Baver [0 oFcEusE
Existing Posinon
[New/Revised Position B
Department of Human Services Division of Rehabilitation Services 0 069 Y R
10. SECTION 11. UNIT 12.TRANSACTION CODE [ 12 eFrecmive paTe
Existing Position Student Life / K-8 Dorm / Recreation
11/16/09
New/Revised Position Student Life / High School Dorm/ .
Ilinois School for the Deaf Recreation £ o ﬁégg E’%;,B#%BDE CHANGE
14_ WORK LOCATION 15. BARGAINING/TERM CHA N RO ITIOp NO- CHANGE
Existing Position MC027 ADDITIONAL IDENTICAL CHANGE
MC02E  WORK COUNTY CHANGE
MDO2I  ABOLISH
NewiRevised Position MC145 DOWNWARD REALLOCATION
Jacksonville RC062 N MCIse  Upw Rl REALLOCATION

% OF TIME | 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

| Under general supervision, coordinates a comprehensive recreation program for junior high school students at
| the Illinois School for the Deaf. Utilizes sign language in daily performance of duties.

1. Develops a comprehensive recreation program for student residing in the junior high, as well as older

| students to include a survey of basic arts and crafts activities, outdoor experiences and activities, off-campus
experiences and activities, and co-ed activities for the development of social skills. Maintains a Junior High
Teen Center for evening social activities to enhance the after-school hours.

| 2. Prepares requisitions and orders recreations supplies for arts and crafts program. Orders food items for the
| Junior High Teen Center snack bar; maintains financial records of monies taken in through sale of food items

| above.

|
|
I
I
l
|
I

: SPECIFICALLY:
40% |
I
35%
| and the use of video games.
10%
I
10%
|
5%

I 3. Supervises and schedules college workers assigned to assist with the recreation programs. Assists co-
per S €s coileg : s

| workers in supervising activities schedule through the recreation department. Ensures activity schedules are

| followed and activities are undertaken with regard to the health and safety of the students.

4. Maintains a clean and safe recreation activity center. Maintains all recreation equipment assigned to the
Junior High Teen Center; ensures equipment is in working order; arranges for equipment repair. Makes
| recommendations for purchases of new or replacement equipment.

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

DIRECTOR OF CMS SIGNATIV/

IMMEDIATE:SURERVISOR SIGNATURE
IREAL DF PERSOMMEL

AGENCY HEAD SIGNATURE DATE
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16, (CONTINUED)

% OF TIME |
|
I
|
|
|
1
|
I
|
|
!
|
|

-

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and revicwing work,})reparipg, conducting and
signing performance cvaluations; cffectively recommending and imposing disciplinary action and adjusting gricvances for the incumbent of this
position).

WORKING TITLE (IF ANY)

Residential Services Supervisor 38280-10-43-210-80-20

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A;
OSUPERVISOR OR O LEAD WORKER

NOTE: Supervisory or lead worker responsibilitics must be described in a detailed duty statemcnt(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 head count:

No. of Incumbents or
Position Title Position Number Funded Vacancies

19. SPECIALIZED KNOWLEDGE, 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 four years college, with a bachelor’s
degree in recreation, group work or recreational therapy. Requires the ability to communicate effectively in sign
language.

R



CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

C M S ILLINOIS DEPARTMENT OF CMS-104

1. POSITION TITLE

WORKING TITLE (IF ANY)  BILINGUAL — POSTIONTITLE 5 pOSITION NUMBER

D CODE OPTION CODE v
EXISTING POSITION
NEW/REVISED POSITION
Registered Nurse | 09 SS 38131-10-81-210-21-89

5 6.WORK 7.A/l 8

L3. AGENCY 4. BUREAU/DIVISION g)c%é COUNTY AUTH AUDIT 9. OFFICE USE
EXISTING POSITION o ” -
NEW/REVISED POSITION
Department of Human Division of Mental Health 5 045 2 R
Services o

_ 12. TRANSACTION 13. EFFECTIVE

UO. SECTION 11. UNIT CODE DATE

EXISTING POSITION

O MA021 ESTABLISl-i 12/16f2621

|

[0 MA022 EXEMPT CODE CHANGE

NEW/REVISED POSITION 0O MC024 POSITION NUMBER CHANGE
Elgin Mental Health Center Forensic Treatment Program X MC026 CLARIFY
] MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
14. WORK LOCATION CODE EXEMPT CHANGE
- O MC028 WORK COUNTY CHANGE
[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [ MC150 LATERAL REALLOCATION
, RC023 N
Elgin/Kane County O MC158 UPWARD REALLOCATION
fﬁﬁg 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
" 259% 1. Utilizing the nursing process, provides professional nursing care to mentally ill patients ona
living unit.

Plans and provides the development and delivery of nursing care for patients receiving
health care services.

Completes nursing assessments/reassessments.

Identifies health care problems and develops outcome strategies based upon nursing
diagnosis.

As a member of the interdisciplinary treatment team assists in the development and
clinical delivery of prescribed therapy by staff.

Monitors and documents in a prescribed manner therapeutic effects of medications.
Completes clinical nursing records to provide required documentation of nursing care.
Conducts and clinically directs staff in patient teaching and discharge planning.

Meets with patients, family, significant others, etc., to discuss various aspects of the
patient's medical history, treatment plan and progress.

Provides training to patient and/or family on therapeutic and living skills needed for
successful transition into the community. '

Position # 38131-10-81-210-21-89 Page 1 of 4



CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

-

OT/TI\(/I)[E " 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
20% 2. Provides guidance to lower level staff for adherence to treatment plans and compliance with
applicable operational policies and procedures, current professional standards of psychiatric
mental health patient care.
e Makes frequent rounds to review status, safety of patients and the environment of the
unit and to review nursing care provided by staff.
Shares information with oncoming nursing staff.
e Reviews ongoing nursing documentation to verify timely and accurate completion of
assessments/reassessments, care planning, intervention and evaluation.
e Serves on-call as assigned including after business hours, weekends and holidays on a
rotation basis.
15% 3. Performs a variety of nursing care functions including preparing and administering medication,
laboratory specimens, preparing patients for specialized diagnostic testing, providing Basic Life
Support (BLS).
e Sets up, operates and monitors special equipment such as Automated External
Defibrillator (AED), oxygen administration equipment, Ambu-bag resuscitation
equipment and all aspects of the emergency cart, including Electrocardiogram (EKG)
monitoring.
o Lifts up to 50 pounds unassisted in the performance of job duties.
10% 4. Consults with physicians and other professional staff regarding patient treatment and care.
e Shares information with oncoming nursing staff.
10% 5. Monitors the use of appropriate techniques to ensure a safe, secure therapeutic and sanitary
environment of care and general performance of duties.
e Through direct observation and interactions with staff and patients, promotes the use of
therapeutic verbal and non-verbal communication in the treatment milieu.
* Directs, monitors and patrticipates in the implementation of prescribed interventions,
e.g., special observation, verbal redirection and other de-escalation techniques such as
seclusion and restraint.
e Verifies planned therapeutic patient activities/groups occur, providing clinical direction to
staff regarding their participation in milieu activities.
¢ Physically restrains patients as medically necessary to prevent injury to the patient or
others.
10% 6. Translates functions/procedures into Spanish for individuals who cannot speak or read English
in contacts with the public, advocacy groups, customers and community organizations.
5% 7. Completes mandatory nursing training requirements and continuing education workshops and
seminars to maintain professional competency.
¢ Assesses competence levels and training needs of lower level staff.
¢ Provides prescribed training orientation and on-the-job training for new personnel.
* Refers identified training needs to Clinical Nurse Manager.
5% 8. Performs other duties as required or assigned which are reasonably within the scope of the
duties enumerated above.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

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.) o 7

WORKING TITLE (IF ANY)

Public Service Administrator ~ 37015-10-81-210-10-88, 37015-10-81-
210-20-88, 37015-10-81-210-30-88, 37015-10-81-210-40-88, 37015-
10-81-210-50-88, 37015-10-81-210-60-88, 37015-10-81-210-70-88,
37015-10-81-210-80-88, 37015-10-81-210-90-88

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

Nurse Manager

O Supervisor  [J 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.

T

Position Title : Position Number . No. of Incumbents or Funded Vacanc;fes

N/A

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 graduation form an approved nursing education program resulting in an associate or diploma
degree in nursing or a bachelor's degree in nursing.

2. Requires licensure as a Registered Nurse in the State of lllinois.
3. This class is included as an Upward Mobility Program credential title.
4. Requires the ability to speak, read and write Spanish at a colloquial skill level.

Preferred Qualifications (In Order of Significance)
1. One (1) year of experience interpreting and communicating in oral and written form medical and health
care services rendered to patients and/or individuals, parents, guardians and staff.
2. One (1) year of experience providing professional nursing care, including medication administration,
based on physician orders and the specific needs of the individual.
3. One (1) year of experience maintaining security, cleanliness and organization of medication
cabinets/carts for the unit in accordance with standards and guidelines.
4. One (1) year of experience working with an Interdisciplinary Team (IDT) process with various
professionals.
5. One (1) year of experience with set-up, application, use and care of specialized medical equipment.
6. One (1) year of experience ensuring compliance with facility, department, lllinois Department of Public
Health and other State/Federal regulations in a healthcare setting.
7. Ability to interact with residents and co-workers in a manner that fosters respect and ongoing team
building. .
8. proficiency in the use of office equipment, including personal computersa,r\d basce Uoufa/tfsbﬂ‘g.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to work after business hours, weekends and holidays on a rotation basis.
2. Requires the ability to serve on an on-call basis.

3. Requires the ability to left up to 50 pounds unassisted.

5. Reduires abilitS/ tc—>ach|re-and maintain Cardiopulmonary Resuscitation (CPR) certificate.

6. Requires the 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 Division of Mental Health is seeking to hire an independent, highly organized, and detail-oriented Licensed
Registered Nurse for the Elgin Mental Health Center located Elgin, lllinois. This position will be responsible for
performing direct nursing care for people with mental iliness. The successful candidate shall demonstrate good
oral and written communication skills, be a self-starter, and be able to carry out nursing assignments pursuant to
the direction of medical personnel. Communicates in Spanish to those individuals who do not read or speak
English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lilinois. Our mission is providing

equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.

We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR . AGENCY HEAD SIGNATURE | DATE

DIRECTOR OF CMS SIGNATURE ~ iWCDIATE
M/(M % Cgﬁgﬁ B. ﬁi;ﬁ 12/21/21
LS
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C S ILLINOIS DEPARTMENT OF CMS-104
M CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to work after business hours, weekends and holidays on a rotation basis.
2. Requires the ability to serve on an on-call basis.
3. Requires the abilitv to left up to 50 pounds unassisted.

. 4. Requires ability-to-acquire -and maintain Cardiopulmonary Resuscitation (CPR) certificate.
5.R equires the alility 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 Division of Mental Health is seeking to hire an independent, highly organized, and detail-oriented Licensed
Registered Nurse for the Elgin Mental Health Center located Elgin, lllinois. This position will be responsible for
performing direct nursing care for people with mental illness. The successful candidate shall demonstrate good
oral and written communication skills, be a self-starter, and be able to carry out nursing assignments pursuant to
the direction of medical personnel. Communicates in Spanish to those individuals who do not read or speak
English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The llinois Department of Human Services serves families in need across Illinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

: IMMEDIATE SUPERVISOR

*' :
" SIGNATURE + AGENCY HEAD SIGNATURE ; DATE

DIRECTOR OF CMS SIGNATURE

1

%M m%éofw Coug BL 12121121

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

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to work after business hours, weekends and holidays on a rotation basis.
2. Requires the ability to serve on an on-call basis.
3. Requires the ability to left up to 50 pounds unassisted.

. 4. Requires ability-to-acquire -and maintain Cardiopulmonary Resuscitation (CPR) certificate.

(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 Division of Mental Health is seeking to hire an independent, highly organized, and detail-oriented Licensed
Registered Nurse for the Elgin Mental Health Center located Elgin, lllinois. This position will be responsible for
performing direct nursing care for people with mental iliness. The successful candidate shall demonstrate good
oral and written communication skills, be a self-starter, and be able to carry out nursing assignments pursuant to
the direction of medical personnel. Communicates in Spanish to those individuals who do not read or speak
English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

: IMMEDIATE SUPERVISOR ! :
DIRECTOR OF CMS SIGNATURE SIGNATURE i+ AGENCY HEAD SIGNATURE . DATE
g 2 rghlits e
o -

LS
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Registered Nurse Il

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental
Center

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

Dixon/Lee County
% OF
TIME
30% 1.

[ )

Position # 38132-10-73-402-10-22

WORKING TITLE (IF ANY) | Ble A PO O obe | 2. POSITION NUMBER
Program Nurse 20 MC 38132-10-73-402-10-22
5.

4. BUREAU/DIVISION exvr | SMWORKC T & or | 9 OFFICE USE
CODE
Division of Developmental 5 052 2 R
Disabilities
12. TRANSACTION 13. EFFECTIVE
L2, R CODE DATE
] MA021 ESTABLISH 12/1/2022
[0 MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE
Assigned Shifts MC026 CLARIFY
15. BARGAINING/TERM RUTAN CDHXECC)_‘ZJ ADDITIONAL IDENTICAL
CODE EXEMPT
0 MC028 WORK COUNTY CHANGE
1 MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION
RC023 N 1 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction of the Director of Nursing, serves as Program Nurse.

Coordinates medical and nursing care for individuals on assigned shifts.

Reviews daily program medical reports and determines medical problems needing
physician review.

Provides information to physician and assists physician with rounds using sign language
with individuals who are deaf and/or hard of hearing.

Monitors vital signs and physical conditions and reactions to treatment.

Administers medication to individuals served.

Provides emergency treatment including administering Cardiopulmonary Resuscitation
(CPR) and manual resuscitation.

Implements emergency procedures including applying restraints and/or implementing
other restrictive/intrusive procedures.

Monitors individual vital signs during provision of services.

Completes unit rounds to observe individuals’ current condition, including reaction to
medications.

Completes nursing assessment and reassessment.

Ensures follow-up nursing services, orders medications from the pharmacy, maintains
supplies in the after-hour drug room, etc.
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CMS

% OF
TIME

20%

15%

10%

5%

5%

5%

5%

5%

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Coordinates and schedules medical appointments.
e Travels in performance of job duties.
2. Participates as a member of the unit’'s ID Team.

e Provides reports for annual and monthly reviews and special staffing.

e Participates with other ID Team members in development of habilitation plans for
individuals on the program.

3. Serves as designated lead worker.

e Assigns and reviews work.

e Provides guidance and training to assigned staff.

e Advises immediate supervisor regarding performance of staff.

4. Coordinates facility-wide clinics for individuals as well as supplies for the Center in the absence
of the regular assigned staff member.

e Coordinates individual's medical care with hospitals and acts as liaison providing follow-
up for routine lab appointments, hospital admissions, etc.

Provides coverage in the absence of the other program nurse.

e Physically restrains combative individuals.

Monitors completion of tasks, makes rounds, completes quality assurance checks,
ensures staff coverage, assigns breaks/lunches and signs off on nursing assessments.
Rounds paperwork and paperwork related to medical drills.

Serves on-call as assigned.

Lifts and carries items weighing up to 50 pounds unassisted.

Provides guidance and instruction to staff in appropriate infection control utilizing
isolation procedures which includes but are not limited to, frequent hand washing,
masking, gowning, food and elimination precautions, proper usage, cleaning and
storage of resident equipment.

e Physically restrains individuals as necessary to prevent injury to individual or others.

5. Prepares and maintains records and/or reports needed to adequately document nursing care
plans.

e Records daily or monthly progress of assigned individuals.

e Obtains a medical history of individuals upon admission.

6. Conducts in-service training sessions for the center nursing staff.

e Receives on-going in-service training and continuing education.

7. Serves as Center-Wide medical/nursing resource during the absence of other professional
nursing personnel on the assigned shift.

e To prevent the transmission of communicable diseases, assists in completing fit testing
procedures for all employees within the center, including medical assessment,
completing and maintaining fit testing paperwork and fit testing surveillance forms.

e Serves as Center relief RN as needed.

¢ In performance of job duties, works after business hours, weekends and holidays.

8. Serves as chair of the Pharmacy and Therapeutic Committee and serves on other facility
committees.

e Develops and maintains the Pharmacy and Therapeutic Manual in accordance with AC
and Intermediate Care Facility for Individuals with Mental Retardation (ICF/MR)
Standards.

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

Position # 38132-10-73-402-10-22 Page 2 of 4



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

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 ~ 37015-10-73-100-00-01 Director of Nursing
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor 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 Incumbents or Funded Vacancies
Registered Nurse 1 38131-10-73-401-10-21 Multiple
Registered Nurse 1 38131-10-73-401-10-22 Multiple
Licensed Practical Nurse 2 23552-10-73-401-11-21 Multiple
Licensed Practical Nurse 2 23552-10-73-401-11-22 Multiple
Licensed Practical Nurse 1 23551-10-73-402-00-01 Multiple

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 (a) graduation from an approved nursing education program resulting in an associate or
diploma degree in nursing and two years of progressively responsible professional nursing experience.
OR
(b) a bachelor’s degree in nursing and one year of professional nursing experience.
OR
(c) a master’s degree in nursing.
2. Requires licensure as a Registered Nurse in the State of lllinois.
3. Requires the ability to communicate in sign language at a novice skill level.

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to acquire and maintain Cardiopulmonary Resuscitation (CPR) certification.

2. Requires the ability to obtain the Certification of Infection Prevention and Control (CIC) within two years
in accordance with the Gubernatorial Disaster Proclamation issued 03/09/2020, Executive Order 2020-
10 and the Department of Human Services operational efforts to meet urgent public health conditions.
Requires the ability to work after business hours, weekends and holidays on a rotation basis.

Requires the ability to travel.

Requires the ability to serve on an on-call basis.

Requires the ability to lift up to 50 pounds unassisted.

Requires the ability to physically restrain individuals as necessary to prevent injury to individual or
others.

Requires basic proficiency in the use of office equipment, including computers.

No g AW

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

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 Division of Developmental Disabilities is seeking to hire an energetic licensed Registered Nurse to serve as
Program Nurse for the Mabley Developmental Center located in Dixon lllinois. The incumbent will coordinate
medical and nursing care for individuals on assigned shift, reviewing daily program medical reports and
determining medical problems needing physician review. Utilizes manual communication skills with individuals
who are deaf and/or hard of hearing. Provides information to physician and assists physician with rounds using
sign language with individuals who are deaf and/or hard of hearing. The Mabley Developmental Center serves a
broad spectrum of individuals with behavioral and medical needs.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATURE SIGNATURE SIGNATURE
Qitton
vy WM 12/7/22
12/14/22
LS
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) PHNGUAL ™ FOSONTTLE 5 POSITION NUMBER
CEXISTING POSITION I T

dm

 NEW/REVISED POSITION ; .

Rehabilitation Case E : 8s 38141-10-48-115-10-09

.Loordinator | SRR -+ SO S et e s e
5.

3. AGENCY 4. BUREAU/DIVISION EXMT go‘t‘g‘j.ﬁ ;U‘;’L 8 o O OFFICEUSE

o - CODE
EXISTING POSITION :

" NEW/REVISED POSITION

Department of Human Division of Rehabilitation

0 016 | 2 R

5 Services ;
DO BIVICES e e .o e e e
10. SECTION 11 UNIT 33% ggANSACTION E)?t\ TEEFFECTWE
: . . ; . b v e 'i*""f“\;'\ﬁ el - R
- EXISTING POSITION : I \ : ;
~ 2N TN Maozd 421
oS ESTABLISH - :
: v MAQ22 EXEMPT CODE CHANGE
' e a1 ‘
NEW/REVISED POSITION ; . 'ﬁﬁ | A MC024 POSITION NUMBER CHANGE
. . [N N
Bureau of Field Services . Region 1/North J;\r ,,,,, ' B MC026 CLARIFY
‘ 0 MC027 ADDITIONAL IDENTICAL
15. BARGA!NINGHERI& RUTAN
. 14. WORK LOCATION CODE ExEMpT  CHANGE
_ o e O MC028 WORK COUNTY CHANGE
EXISTING POSITION : ! [IMD021 ABOLISH
Milwaukee Ave : _+ CIMC149 DOWNWARD REALLOCATION
- NEW/REVISED POSITION ! | I MC150 LATERAL REALLOCATION
: RCO14
_Humboldt Park/Cook County ; o El MC158 UPWARD REALLOCATION :
;:;O A g TR R
.f”\?g 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
~ —

25% . 1. Works with counselor( ) “and the case management system to determine daily priority of
| customer service delivery.

* Communicates daily via phone, email and/or in person with vocational rehabilitation
program customers, community rehab programs, external vendors and contract holders,
employers, providers, and a myriad of other community partners and service providers.

s Establishes rapport with customers and employs empathy, compassion, and
consideration while servicing customer needs maintains frequent contact with the
customer throughout the case to monitor the proper delivery of services to ensure the
health, safety, and wellbeing of the vocational rehabilitation customer.

* Reports any concerns and related issues to the counselor for guidance as required.

* Participates in new employee training for coordinators as well as other training provided.
Translates functions/procedures into Spanish for individuals who cannot speak or read
English, in contacts with the general public, advocacy groups, customers and

e community organizations, .
25% 2 Meets with counselor(s) routinely to review case management activities and problems
‘ encountered.
e _Opens new cases.

Position # 38141-10-48-115-10-09 Page 1 of 4



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

. ane - PP [ s

?ﬁﬁg 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSIT%ON ESSENTEAL F UNCTiONS
‘  Reviews case files for completeness ensurlng that all documents requmng S|gnatures
are included and fully executed as per policy.

* Prepares appropriate paperwork and/or works through the case management system for -
provision of services as required based on counselor guidance.

* Monitors details of service plan and delivery, case movement and case status to
determine when actions need to be taken to progress the case forward in a timely
manner as per policy.

Ensures all vouchers are paid timely.
Maintains the required paper case file organization.

¢ Checks the case file for completeness and ensures that the required documents are in
the case file so that actions/services are not delayed or interrupted.

* Ensures that all documents requiring counselor/customer signatures have been duly
execuied by all parties.

20% 3. Assisis applicants, program participants, family members/guardians/care givers, vendors and

referring agencies with understanding program rules, policies, eligibility criteria and various
other aspects of the vocational rehabilitation program.

* Provides customers and providers with all appropriate application documents, reviews
the documents and if necessary, assists them to complete.

* Answers inquiries from customers and others regarding services available, application
process, service arrangements, eligibility requirements, payment processing and other
procedures.

s Refers to a counselor as warranted.

* Documents all activities and contacts specific 1o each customer into the case
management system.

20% 4. Triages and prioritizes incoming mail, email, phone calls, voicemail, and drop-in customers.

» May assist as needed with office telephone coverage and office reception duties.

» Schedules appointments with customers and vendors for both self and counselor.

* Reschedules as necessary.

* Maintains the proper supply and packaging of most current forms including those forms
required to be completed by the customer as well as any additional resources and
appeal processes.

» Secures all related documents as per DHS Confidentiality Policy & HIPAA Compliance
laws.

* May be responsible for office timekeeping duties.

5% - 5. Meets with Vocational Rehabilitation Program staff within the office and/or office supervisor to
plan and/or discuss general casework activities.

* Consults with more senior staff for guidance and instructions in handling particularly
sensitive issues or acute customer related problems occurring within the realm of
casework responsibility, exceptionally difficult service delivery/processing issues.

* May assist counselor with travel approval process, and all related paperwork as
requested.

» Participates in all office staff meetings with co-workers and supervisor.

Position # 38141-10-48-115-10-02 Page 2 of 4



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

.ﬁﬁg 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
5% 6. Performs other duties as reqwred or aSS|gned ‘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.)

Publlc Servnce Admmlstrator 37015-10-48-113-00-01

'18 CHECK THE APPROPFHATE BOX IF THIS POSITION IS A:

L e T T LI B ST T T T A T T LT

[0 Supervisor [ Lead Worker

NOTE: Supervisory or ilead 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.

Posntlon Tlt[e Posmon Number No of Incumbents or Funded Vacanmes

Fra v s coinie o i n e D S .

"19. SPECIALIZED KNOWLEDGES SKILLS ABILiTlES LICENSURE OR CERT#FLCATION 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 knowiedge, skill and mental development equivalent to completion of four years of high school.
2. Requires at least one year of clerical related experience, which must include keyboarding.
3. 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 class.
Requires ability to speak, read, and write Spanish at a colloquial skill level.

e e e e [r— JI—.

Knowledge. Skills, and Abilities
1. Requires ability to work with a computer.
2. Requires ability to communicate effectively orally and in writing.
3. Requires ability to establish and maintain satisfactory working relationships with customers, service
providers, employers, community programs, and other staff.

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

B R T I T e e e s gt e e gy N TR e, -

Ezo CONDIT]ONS OF EMPLOYMENT

1. Requires ability to travel for tralnmg
2.
S
21 "POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-
. encompassing or to address all responSibshtles of the position, o
: Under direct supervision, receives case management instruction necessary for the coordination of customer
" case records and documents in a field office pertaining to the timely service delivery activities in the Bureau of
Field Services/Vocational Rehabilitation Program; performs keyboarding and other routine clerical tasks and
activities essential to securing and maintaining sensitive case files, records and documentation (both electronic
and hardcopy), and facilitating the purchase and delivery of services, in accordance with federal, state and
- agency rules, regulations, policies and procedures, and current operating practices; works with the agency’s
case management system, monitors customer case status and prepares annotated repotts for counselor;
interacts daily with internal and external customers in person, phone and/or email. Receives instruction and
- training in developing knowledge and skills necessary in the provision of services to individuals with disabilities
through the Vocational Rehabilitation Program. Receives training on the Division’s case management system,
“rules, policy and procedures. Participates in and attends in-service training activities. Communicates in Spanish '
lothose individuals who do not read or speak English. -

22 ABOUT THE AGENCY/BUREAU/PF{OGRAM

IDHS' serves families in need all across lllinois. Our mission is providing equitable access 1o social services,
supports, programs and resources to enhance the lives of all who we serve. We are committed to the core
_values of Human Dignity, Equity, Community, Urgency, Transparency and Kindness.

Y

' DIRECTOR OF CMS SIGNATURE g‘fgﬁf}ﬁ;ﬁESUPERV'SOR AGENCY HEAD SIGNATURE DATE
pfml /Fmb_ WW 5/4/21
39
57! W 4\
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ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILIGOAL | oS oo | 2. POSITION NUMBER
Existing Position
New/Revised Position
Rehabilitation Case Coordinator I 29 SS 38142-10-48-108-10-69
3. AGENCY 4, BUREAL/ DIVISION 5’5’5"32 E'Cgﬁsﬁv ;;_f;’:_' sauor | % SQE'CE
Existing Position
New/Revised Position o cgen s
Department of Human Services Division of Rehabilitation 0 016 2 R
10. SECTION 11. UNIT 12, TRANSACTION 3. EFFEGTIVE DATE
CODE
Existing Position
12/16/20
New/Revised Position Reg; I-H g . O] MAGZI ESTABLISH
; : cg10n 1-rome »ErviCces 21
Bureau of Field Services g O] MC022 EXEMPT CODE CHANGE
Rutan [0 mMCo24 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempl | B MC026 CLARIFY
Existing Position [ MC027 ADDITIONAL IDENTICAL CHANGE

[0 MC028 WORK COUNTY CHANGE
] MD021 ABOLISH

New/Revised Posinon

South Pulaski/Cook County

[ MC149 DOWNWARD REQCATION
RCO14 N O MC150 LATERAL REOCATION
[ MC158 UPWARD REQCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25%

Under direction, independently performs case service tasks and activities essential to securing and
coordinating information and data pertinent to service delivery activities in a field office in the Bureau of
Field Services/Home Services Program; coordinates case management tasks and facilitates the
implementation of services based on the individual service plans and required service type to ensure service
purchase and delivery of services in accordance with State, Federal, and Agency rules, regulations, policies,
detailed procedures and current operating practices; monitors agency’s case management system, monitors
customer case status. Compiles and prepares case related reports and prepares authorizations for services and
pays vouchers; interacts daily with internal and external customers in person, phone and/or email. Performs
keyboarding and other clerical tasks and activities essential to securing and maintaining sensitive case files,
records and documentation (both electronic and hardcopy). Participates in agency in-service trainings.
Travels for training purposes, Communicates in Spanish to those individuals who do not read or speak
English.

SPECIFICY:

1. Independently monitors details of service delivery, case movement and case status to determine when case
activity is required to ensure phases of the customer’s services plan have been completed; Communicates
daily via phone and in person with program customers, individual providers, external vendors and contract
holders, managed care organizations, medical providers, care facilities, and other community partners and
service providers. Establishes rapport with customers and employs empathy, compassion, and consideration
while servicing client needs. Encourages customers to be responsible for managing their service providers
and acts as a mediator between the customer and provider to help resolve conflicts and concerns. Works
with customers who are having issues; refers to counselor as warranted. Assists customers by guiding them
through the systems, processes and procedures. Assists individual service providers with concerns regarding
the dehvery of services, and reports concemns related to the customer’s care needs. Maintains frequent
contact with both the customer and the service provider to monitor the proper delivery of services to ensure
the health, safety, and wellbeing of the home services customer. Reports any concerns and related issues to
the counselor for guidance. Translates functions/procedures into Spanish for individuals who cannot speak
English, in contacts with the general public, advocacy groups, customers and community organizations.
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

20% 2. Collects, reviews and processes in-home care provider time sheets bi-monthly, verifies the reported work-
dates and enters data timely into the electronic payment system and approves for payment. Collects, reviews
and processes vendor bills that are submitted monthly; verifies the accuracy of billing, reconciles any errors,
and keys that information into the payment system to create a voucher for payment. Monitors timely
payments and maintains the records of these payments according to policy. Assists with training lower level
coordinators in electronic payment process and home service delivery.

20% 3. Processes incoming referrals for the Home Services Program that are provided in person, by phone, or
online. Triages and prioritizes incoming referrals per policy, documenting requested services, medical
diagnosis, functional impact of disabling condition, and current home case status. Reviews and notes potential
eligibility or ineligibility based on required program qualifications. Processes incoming mail, emails, phone
calls and voicemail, while also serving those customers and providers that come into the office. Schedules
appointments for counselors to meet with applicants and customers in their residence or through virtual means
to conduct initial assessments and annual redeterminations. Answers inquiries from customers, individual
providers, community agencies, and/or the public; provides information concerning agency procedures, rules
and regulations, functions, services available, application process, service arrangements, eligibility
requirements, payment processing and other procedures; refers to counselor as warranted. Keys case notes of
activities specific to each customer into the case management system.

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

WORKING TITLE (IF ANY)

Public Service Administrator 37015-10-48-108-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
] SUPERVISOR OR [[] LEAD WORKER

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

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

headcount:

Position Title Paosition Number No. of Incumbents or Funded Vacancies

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL
PERFORMANGCE 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 the completion of four years of high school.

Requires two years of clerical experience as would be gained as a Rehabilitation Case Coordinator I. Requires ability to
keyboard at a working rate of speed and operate office equipment, including dictating equipment and personal computer
used in an agency field office. Requires ability to communicate clearly both ory and in writing. Requires ability to establish
and maintain satisfactory working relationships with applicants, social service agents, medical specialists and other staff,
Requires the ability to travel for training purposes. Requires ability to speak, read and write in Spanish at a colloquial skill
level.




POSITION DESCRIPTION

POSITION TITLE POSITION NUMBER

Rehabilitation Case Coordinator 11 38142-10-48-108-10-69

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

15%

10%

3%

5%

4. Independently sets up services based on counselor guidance, monitors details of service delivery, case
movement, and case status to determine when actions need to be taken to progress the case forward in a
timely manner as per policy. Checks the case file for completeness and ensures that the required documents
are in the case file so that actions/services are not delayed or interrupted. Maintains the case file
organization and ensures that documents requiring counselor/customer signatures have been duly executed
by the participating parties. Processes individual application packets for providers who are applying to serve
as an individual provider for the Home Services Program customer. Monitors the approval process and
communicates the status with the customer and the individual provider. Accepts and reviews, for
completeness, required documents and keys detail information into the case management systems to begin
the process of authorizing services.

5. Explains the Home Service Program to program applications, case providers, vendors and community
organizations. Assists applicants, program participants, family members/guardians/caregivers, vendors and
referring agencies with understanding program rules, policies, eligibility criteria and other aspects of the
home services programs. Provides customers and providers with application documents, reviews the
documents and assists them to complete. Maintains the proper supply and packaging of most current forms
including those forms required to be completed by the customer and those for the individual applying to
become a service provider. Secures related documents as per Department of Human Services (DHS)
Confidentiality Policy & Health Insurance Portability and Accountability Act (HIPAA) Compliance laws.

6. Meets frequently with Home Services Program staff within the office and/or supervisor to plan and/or
discuss general casework activities; consults with more senior staff for guidance and instructions in handling
particularly sensitive issues or acute customer related problems occurring within the realm of casework
responsibility, exceptionally difficult service delivery/processing issues. Assists counselor with scheduling,
travel approval process, and related paperwork. Participates in Home Services Program office team
meetings with co-workers and supervisor routinely or upon request. Travels to conduct and/or participate in
training with new Rehabilitation Case Coordinator I's.

7. Performs other duties as assigned or required which are reasonably within the scope of duties enumerated
above.
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C MS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) Bl | Fomnoncone | 2. POSITION NUMBER

CODE

Exisling Position

New/Revised Position
Rehabilitation Counselor Senior

29 SSIF | 38158-10-48-113-10-69

.

3. AGENCY 4. BUREAU/ DIVISION semMT T oo [ TM | eanr | S0

Existing Position

New/Revised Pusition .. . . .

Department of Human Services Division of Rehabilitation Services 0 016 | Y R

10. SECTION 11, UNIT ) ;I:ZC,};'ERANSACTDN 13, EFFECTIVE DATE

Existing Posilion

02-01-14
New/Revised Position . ]
Bureau of Ficld Servies Region 1/Home Servics 0 o ST e
Ruian | [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [§] MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MDo21 ABOLISH

New/Revised Fasition 0 MC149 DOWNWARD REALLOCATION

Arlington Heights RCo62 N | 5 MET5 UpwaRD ReALLOGATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction, provides professional counseling and service coordination to an assigned caseload, under the
Persons with Disabilities (PWD) Waiver, Brain Injury (BI) Waiver, or AIDS Waiver cases, of persons at the
risk of nursing home placement. Interviews applicants in his/her home environment and assesses eligibility and
suitability for services through the Division’s Home Services Program through a thorough review of medical,
social and psychological data. Plans for and authorizes services in adherence with the case management
system and applicable state and federal regulations. Maintains contact with customers; Enters and maintains
documentation of case activity and case notes on each customer. Serves as consultant to trainees during the
trainee period and lower level counselors on complex and sensitive cases. Conducts research and prepares
initial groundwork for new community relationships and special initiatives within the assigned district. Serves
as office supervisor in the absence of the supervisor; serves as office manager. Coordinates activities ofa
caseload of services of individuals who rely on Spanish as their primary language. Communicates in Spanish
to those individuals who do not read or speak English. Travels in the performance of duties.
SPECIFICALLY:

20% 1. Travels to the individual’s home to interview applicants to determine risk of nursing home placement and
eligibility for DRS Home Services Program and to physically enter and visually assess the home environment
for suitability and planning of service. Interviews applicants for medical, psychological, social and financial
data. Evaluates the home environment, family dynamics and support systems. Assesses the need for services
to allow the individuals with severe disabilities to remain in his/her home. Comumunicates in Spanish with
customers who do not read or speak English.

20% 2. Develops and implements with the customer a plan of services on each person eligible for services.

Authorizes services necessary to maintain the customer in the home and out of institutions including individual
providers, homemaker agencies, visiting nurses, etc. Arranges for medical examinations, psychological
evaluations, and other assessmentrw;t;rminc the extent of the disability. Consults with physicians for
medical records, psychologists andither fgdical.care providers to gather necessary eligibility and case
documentation material. 4& &7
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT QF POSITION ESSENTIAL FUNCTIONS (Continued)

15% 3. Conducts follow-up on-site visits and annual redetermination assessment with customers to monitor services
provided by DRS and outside vendors. Provides counseling and guidance to the customer and family members
in adapting to the disability.

15% 4. Establishes and updates the case management system, case files, case notes and proper documentation of all
medical records and assessments on all customers. Prepares progress reports, authorizations and written reports
on each customer.

10% 5. Establishes and nurtures effective work relationships with public and private agencies and community
resources to provide home care services, supplies and equipment. Assists in developing resources, provides
guidance to customers in acquisition of individual providers, and training for individual providers.

10% 6. Serves as a consultant to trainees as they progress through the training program and to lower level
counselors on complex, difficult and sensitive cases. Assumes responsibility for unique and critical cases from
another district. Assists supervisor in providing agency orientation and on-the-job training to trainees. Serves
as office supervisor as assigned in their absence. Serves as office manager in offices where supervisors are not
headquartered.

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.)

WORKING TITLE (IF ANY)

Public Service Administrator 37015-10-48-113-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
{1 SUPERVISOR CR 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 Incumbents or Funded Vacancies

N/A

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 CERTIFICATICN IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION”
CAN NC LONGER BE USED.

Requires possession of a Master’s Degree from a college or university program accredited by the Council On Rehabilitation
Education (CORE); or, a Master’s Degree from an accredited college or university in rehabilitation counseling, rehabilitation
administration, clinical psychology, counseling psychology, deaf education, special education, social work, sociology,
gerontology, nursmg, ora closely related field. Requnres three years of professional experience in rehab counseling-sush-as

: 3 gramt-or in a closely related ficld. One year of such
expencncc must be gamod asa Rehablhtatlon Counselor. Roquues the ablllty to speak, read and wnte Spanish ﬂuently at a
colloquial skill level. Requires ability to travel. -




POSITION DESCRIPTION

POSITION TITLE

POSITION NUMBER

Rehabilitation Counselor Senior

38158-10-48-113-10-69

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

5% 7. Conducts research and prepares initial groundwork for new community relationships and special initiatives

within the district and area. Represents the agency with facilities, consumer groups, centers for independent
living and organizations serving the public and persons with disabilities.

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

above.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION

Rehabilitation Counselor
Trainee

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

Bureau of Field Services
NEW/REVISED POSITION

Bureau of Customer and
Community Field Services

14. WORK LOCATION

EXISTING POSITION

Elgin
NEW/REVISED POSITION

Elgin/ Kane County

WORKING TITLE (IF ANY)

4. BUREAU/DIVISION

Division of Rehabilitation
Services

11. UNIT

Region 2/Home Services

15. BARGAINING/TERM
CODE

RCO062

CMS-104
POSITION DESCRIPTION

BILINGUAL | POSITION TITLE
CODE | OPTIONCODE | 2. POSITION NUMBER
29 SSH 38159-10-49-109-10-69
5.
6. WORK | 7.A/l | 8.
EXMT 9. OFFICE USE
CODE COUNTY | AUTH | AUDIT
0 045 2 R

RUTAN
EXEMPT

N

12. TRANSACTION
CODE DATE

[0 MA021 ESTABLISH 10/16/22
O MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE

13. EFFECTIVE

MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL
CHANGE

[0 MC028 WORK COUNTY CHANGE

] MD021 ABOLISH

[0 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION

[0 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Receives on-the-job training by assisting in a program of case finding, travels to participate in

home visits to conduct initial interviews to determine program eligibility by physically entering
and visually assessing the home environment for suitability and planning of services, arranging
medical, psychological, and vocational assessments, and arranging for rehabilitation services
for customers in the Division’s Home Services Program.
e Gradually assumes responsibility for a full district caseload.
e Communicates in Spanish to those individuals who do not read or speak English.
e Travels in the performance of duties.

Studies and becomes proficient in utilizing the Division’s case management system.

o Establishes and updates records, and compiles reports on activities related to casework
and plans development of assigned customers.

Attends and participates in staff meetings, conferences, workshops and in-service training

related to the discipline of rehabilitation counseling and the home services program.

e Attends specific counselor trainings and studies the counselor modules to learn
casework procedure, administrative, federal and state rules, policies and procedures.

% OF

TIME
25% 1
25% 2.
25% 3.
20% 4.

disabilities.

Position # 38159-10-49-109-10-69

Studies and analyzes techniques applicable to the guidance and counseling of persons with

Page 1 of 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

e Observes and practices interviewing and counseling techniques.
5% 5. Performs other duties as assigned or required 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 ~ 37015-10-49-109-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
O Supervisor [ 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 Incumbents or Funded Vacancies

N/A
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 possession of a Master's Degree from a college or university program accredited by the
Council On Rehabilitation Education (CORE).
OR
a Master’s Degree from an accredited college or university in rehabilitation counseling, rehabilitation
administration, clinical psychology, counseling psychology, deaf education, special education, social
work, sociology, gerontology, nursing or a closely related field.

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

*This class is included as an Upward Mobility Program credential title.

20. CONDITIONS OF EMPLOYMENT
1. Requires ability to travel to individual’s home to interview applicants to determine eligibility for DRS

Home Services Program.
2. Requires ability to physically enter and visually assess the home environment for suitability

and planning of services.

Position # 38159-10-49-109-10-69 Page 2 of 3



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

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 Division of Rehabilitation Services is seeking to hire a self-motivated, knowledgeable, ambitious, detail-
oriented Rehabilitation Counselor Trainee for the Bureau of Customer and Community Field Services in Elgin.
Under general supervision receives on-the-job training by assisting in a program of case finding, travels to
participate in home visits to conduct initial interviews to determine program eligibility by physically entering and
visually assessing the home environment for suitability and planning of services, arranging medical,
psychological, and vocational assessments, and arranging for rehabilitation services for customers in the
Division’s Home Services Program. Studies and becomes proficient in utilizing the Division’s case management
system. Attends and participates in staff meetings, conferences, workshops and in-service training related to the
discipline of rehabilitation counseling and the home services program. Studies and analyzes techniques
applicable to the guidance and counseling of persons with disabilities.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE DATE

11/8/22

11/16/22 AM

Position # 38159-10-49-109-10-69 Page 3 of 3



ILLINOIS DEPARTMENT OF
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION THLE WORKING TITLE (IF ANY) SrCOA | Foon o | 2. POSITION NUMBER
Exising Pasition

HewRevised Posthon

Rehabilitation Counselor Trainee 29 SSH 38159-10-49-109-10-69

3. AGENCY 4. BUREAU/ DIVISION AR ADTE N
Existing Position
MewRevised Positon L s it . o
Department of Human Services Division of Rehabilitation Services 0 045 1 Y R
10. SECTION 11 UNIT 12, TRANSACTION 13 EFFEGTIVE DATE
COBRE
Existing Postion
5/16/17

New/Revised Pasition

Fie i Region 2/Home Services [J MAD21 ESTABLISH
Bureau of Field Services £ £} MC022 EXEMPT CODE CHANGE

Rutan 1 MC024 POSITION NUMBER CHANGE

14, WORK LOCATION 15, BARGAINING/TERM CODE Examg: MC026 CLARIFY
Ex:sting Position £1 MC0Z7 ARDITIONAL IDENTICAL CHANGE

£ MCO28 WORK COUNTY CHANGE
3 MDOZY ABOLISH

NewiRovised Position ] Meci4g DOWNWARD REALLOCATICN
Eigin RC062 N | &I MC353 LATERAL REALLOCATION
[] MCi58 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under direct supervision, for a period not to exceed twelve months, receives formal and informal training in
the principles, techniques, procedures and policies related to assisting persons with disabilities under the
Persons with Disabilities (PWD) Waiver, Brain Injury (BI) Waiver, or AIDS Waiver who rely on Spanish as
their primary language to live independently in the community and/or their own place of residence with
needed supports essential to maintaining an independent lifestyle. Communicates in Spanish to those
individuals who do not read or speak English. Travels in the performance of duties to individual’s home to
interview applicants to determine risk of nursing home placement and eligibility for DRS Home Services
Program; physically enters and visually assesses the home environment for suitability and planning of
service.

SPECIFICALLY:

1~

5% 1. Receives on-the-job training by assisting in a program of case finding, paticipating in home visits for the
purpose of conducting initial interviews to determine program eligibility by physically entering and visually
assessing the home environment for suitability and planning of service, arranging medical, psychological and
vocational assessments, and arranging for rehabilitation services for customers in the Division’s Home
Services Program. Gradually assumes responsibility for a full district caseload. Communicates in Spanish
to those individuals who do not read or speak English. Travels in the performance of duties.

25% 2. Studies and becomes proficient in utilizing the Division's case management system; establishes and
updates records and compiles reports on all activities related to casework and plan development of assigned
customers.

25% 3. Attends and participates in staff meetings, conferences, workshops and in-service training related to the
discipline of rehabilitation counseling and the home services program; attends specific counselor trainings
and studies the counselor modules to learn casework procedure, administrative, federal and state rules,
policies and procedures.

20% 4. Studies and analyzes techniques applicable to the guidance and counseling of persons with disabilities.

| Observes and practices interviewing and counseling techniques.
DIRECT! %S ;! RE IMMEDBIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGN DATE
[ ] 5
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16, (CONTINUED)

% OF TIME 16, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

5% 3. Performs other duties as assigned or required 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.)

Public Service Administrator

37015-10-49-109-00-01

WORKING TITLE {IF ANY)

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

I SUPERVISOR  OR

NOTE: Supervisory or lead worker responsibilities must be de

[ LEAD WORKER

time percentage{s} allotted.
If 2 box was checked above, list position litle, position number, and number of subordinate incumbents or authorized funded

headcount:

scribed in a detaiied duty statement({s} with a

Position Tilie

Position Number

No. of incumbents or Funded Vacancies

N/A

18, 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 possession of a Master’s Degree from a college or university program accredited by the Council On Rehabilitation
Education (CORE); or, a Master's Degree from an accredited college or university in rehabilitation counseling,
rehabilitation administration, clinical psychology, counseling psychology, deaf education, special education, social work,
sociology, gerontology, nursing, or a closely related field. Requires ability to speak, read and write Spanish at a colloquial
skill level. Requires ability to travel to individual's home to interview applicants to determine cligibility for DRS Home
Services Program; physically enters and visually assesses the home environment for suitability and planning of services.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION

Rehabilitation Workshop

Instructor |

3. AGENCY

EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Mabley Developmental
Center

14. WORK LOCATION

CODE

Division of Developmental
Disabilities
11. UNIT

Vocational/Training Department

CMS-104
POSITION DESCRIPTION

WORKING TITLE (IF ANY)  Ble A PO N obe | 2- POSITION NUMBER
20 MC 38192-10-73-063-30-22
5,
4. BUREAU/DIVISION Exvr | & WORK /7 Al 1 8. 9. OFFICE USE

COUNTY = AUTH | AUDIT

052 2 R

12. TRANSACTION 13. EFFECTIVE
CODE DATE

[0 MA021 ESTABLISH 11/16/2022
O MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE

MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL

EXISTING POSITION

NEW/REVISED POSITION

Dixon/Lee County

% OF
TIME

30%

20%

Position # 38192-10-73-063-30-22

:(L:%EI?EARGAINING/TERM EggﬁnﬁT CHANGE
[0 MC028 WORK COUNTY CHANGE
] MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION
RCO009 N [0 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

1. Performs duties of a direct service capacity by teaching phases of a trade/occupation and
general work behaviors to individuals in workshop operations setting.

e Provides instruction in various state approved curricula, which includes proper work
methods, attitudes, habits, safety practices, material handling, service delivery practices
and techniques.

e Refers special behavioral problems to superior.

e Physically restrains individuals as necessary to prevent injury to individual or others.

2. Assists in planning lessons in various state approved curricula.

¢ Instructs individuals involved in the day training programs in work-related social
behavior and work-related self-help skills.

e Such activities include instructing individuals how to resolve conflicts and minimize
negative behaviors, to develop competencies needed for employment in a variety of
occupations such as a craft artist or horticulture worker.

o Completes assessments under the direction of supervisory staff.

¢ Provides work tasks, prevocational opportunities, leisure activities, group activities
within the center and outside the center.

Page 1 of 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

e Works with residents following the schedule determined by the Interdisciplinary Team,
in the location that meets the resident’s needs.

e Travels in performance of job duties.
15% 3. Monitors work performance to ensure that all quality standards and delivery of services are met.
e Observes learning patterns.
¢ Provides information on progress.
¢ Monitors classroom and on-the-job training in accordance with curriculum.

10% 4. Provides guidance and instruction on a daily basis utilizing manual communication skills for
individuals who are deaf and/or hard of hearing.
5% 5. Instructs individuals on basic operation and proper use of equipment.

¢ Maintains and operates equipment, including, but not limited to, balers, paper
shredders, and paper laminators.

e Repairs equipment or schedules repair for workshop equipment.

e Assists with material handling, storage and pickup or delivery of workshop materials for
working residents.

¢ In performance of job duties works after business hours, weekends and holidays.

5% 6. Records and reports daily training data for individual attendance and production.
e Documents information in individual records as required.
5% 7. Attends and actively participates in training.
e Attends in-service training and continuing education for professional growth and
development.
5% 8. Assists in selecting and obtaining supplies necessary for the vocational/educational program
and assists in maintaining inventory.
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)

Mental Health Administrator | 26811-10-73-063-30-22
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

(] Supervisor [ 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 Incumbents or Funded Vacancies
N/A

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

Position # 38192-10-73-063-30-22 Page 2 of 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.
1. Requires knowledge, skill and mental development equivalent to the completion of four years of high
school.
2. Requires one year experience in a rehabilitation workshop or related field.
3. Requires the ability to communicate utilizing manual communication at a novice skill level.
Preferred Qualifications (In Order of Significance)
1. One (1) year of professional experience in a rehabilitation workshop in a private or public organization.
2. One (1) year of professional experience instructing individuals in proper work attitudes, habits and work -
related social skills.
3. One (1) year of professional experience monitoring work performance to ensure that quality standards
and delivery of services are met.
4. One (1) year of professional experience documenting information in records.
5. One (1) year of professional experience teaching elementary workshop tasks to clients.
6. One (1) year of experience communicating effectively both orally and in writing.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain individual as necessary to prevent injury to individual or others.
2. Requires the ability to work after business hours, weekends and holidays.
3. Requires 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 Division of Developmental Disabilities is seeking to hire a Rehabilitation Workshop Instructor | for the
Mabley Developmental Center located in Dixon, lllinois to perform duties of a direct service capacity by teaching
phases of a trade/occupation and general work behaviors to individuals in workshop operations setting. Instructs
individuals in proper work attitudes, habits and work-related social skills. Plans work tasks, observes and
evaluates learning patterns and work performance of individuals. Travels in performance of job duties. Utilizes
manual communication skills on a daily basis with individuals who are deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS SIGNATURE gvllcl\;/ll\l;:,b?'llGLEE SUPERVISOR AGENCY HEAD SIGNATURE DATE
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ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BIRGUAL - FOSITION L& | 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Rehabilitation Workshop MC 38193-10-73-063-30-22
Instructor | 20
5.
6. WORK = 7.A/l 8.
3. AGENCY 4. BUREAU/DIVISION E)ér\gTE ot | s | S OFRCEUSE
EXISTING POSITION
NEW/REVISED POSITION Division of Devel ol
ivision of Developmental
Department of Human Disabilities 0 052 1 R
Services
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CobE N
EXISTING POSITION (] MA021 ESTABLISH 9/16/2022
[0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [0 MC024 POSITION NUMBER CHANGE
Mabley Developmental
. - MCO026 CLARIFY
Center Vocational/Training Department ™
[0 MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
14. WORK LOCATION CODE ExempT | CHANGE
[0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [] MDO21 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RC009 N [0 MC150 LATERAL REALLOCATION
Dixon/Lee County 0 MC158 UPWARD REALLOCATION
0,
T/‘I’MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
20% 1. Performstherapeutic interaction with, and the training and supervision of individuals in a
vocational training workshop operation setting.
¢ Provides instruction in various state approved curricula, which includes proper work
methods, attitudes, and habits.
e Teaches individual workers and/or groups of individual workers industrial production,
safety practices, material handling, and service delivery practices and techniques.
20% 2. Serves as designated lead worker.

e Assigns and reviews work.

e Provides guidance and training to assigned staff.
e Advises immediate supervisor regarding performance of staff.
15% 3. Assists in planning lessons in various state approved curricula and instructs individuals
involved in the day training programs in work-related social behavior and work-related self-help

skills.

e Such activities include instructing individuals how to resolve conflicts and minimize
negative behaviors, to develop competencies needed for employmentin a variety of
occupations such as a craft artist or horticulture worker.

Position # 38193-10-73-063-30-22

Page 1 of 4



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

OT/(I)MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Physically restrains individuals as necessary to prevent injury to individual or others.
Completes assessments using approved vocational assessment material.
Provides work tasks, prevocational opportunities, leisure activities, group activities
within the Center and outside the center.

¢ Work with residents following the schedule determined by the Interdisciplinary Team, in
the location that meets the residents needs

e Travels in performance of job duties.

10% 4. Provides guidance and instruction on a daily basis utilizing manual communication skills for
center staff and individuals who are deaf and/or hard of hearing.
10% 5. Evaluates individual work performance by observation of learning and working patterns,

economy of motion, adherence to production procedures, and quality of work.
e Participates in team meetings to discuss. individual progress, as needed.
e Recommends procedures to improve individual work and therapeutic progress.
e Assists in development and implementation of simulated production procedures.
e Assists in the adaptation of work tasks for each individual.
¢ In performance of job duties works after business hours, weekends and holidays.
5% 6. Compiles, records, and reports daily training data for individuals, attendance, and production.
e Documentsinformation in individual records as required.
e Prepares and submits data summaries for interdisciplinary team meetings.
e Participates in Interdisciplinary Team meetings to discuss individual progress.
e Makesrecommendations to improve individual work and therapeutic progress.
5% 7. Instructs individuals and mental health technicians on basic operation and proper use of
equipment.
e Maintains and operates equipment, including, but not limited to, balers, paper
shredders, and paper laminators.
e Repairs equipment or schedules repair for workshop equipment.
e Assists with material handling, storage and pickup or delivery of workshop materials for
working residents.
e Provides guidance and direction to supporting mental health technicians.
5% 8. Maintains inventory of vocational supplies and equipment.
e Submits requisitions to supervisor for required materials and equipment to ensure
provision of vocational training as identified in the individual service plan.
e Maintains clean and safe working environment for individuals.

5% 9. Attends and actively participates in training.
e Attends in-service training and continuing education for professional growth and
development.

¢ Trains new and existing staff in vocational techniques including, but not limited to, the
basic use of equipment, maintenance of safe working conditions and best practice for
vocational training.
5% 10. Performs other duties as required or assigned which are reasonably within the scope of the
duties enumerated above.

Position # 38193-10-73-063-30-22
Page 2 of 4



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

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)
Mental Health Administrator | 26811-10-73-063-30-22
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[1 Supervisor 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 Incumbents or Funded Vacancies
Rehab Workshop Instructor | 38192-10-73-063-30-22 Multiple
Rehab Workshop Instructor | 38192-10-73-063-30-01 Multiple

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 the completion of two years of college
with courses in rehabilitation, psychology, sociology or related field.
OR
Four years high school and two years’ experience in a rehabilitation workshop or related field.
2. Requires ability to communicate utilizing manual communication at a novice skill level.

Preferred Qualifications (In Order of Significance)
1. N/A

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain individuals as necessary to prevent injury to individual or others.

2. Requires the ability to work after business hours, weekends and holidays.

3. Requires the 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 Division of Developmental Disabilities is seeking to hire a Rehabilitation Workshop Instructor Il for the
Mabley Developmental Center located in Dixon, lllinois to perform therapeutic interaction with, and the training
and supervision of individuals in a vocational training workshop operation setting. Instructs individuals in proper
work attitudes, habits and work-related social skills; observes and evaluates learning patterns and work
performance of individuals. Provides guidance and direction to supporting mental health technicians. Serves as
designated lead worker. Travels in performance of job duties. Utilizes manual communication skills on a daily
basis with individuals who deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

Position # 38193-10-73-063-30-22
Page 3 of 4



[LLINOIS DEPARTMENT OF |
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) S NOUA. | FOBTHONTIILE | 2 POSITION NUMBER

SO A ON COCE

Existing Positien

New/Revised Position

Reimbursement Officer | 38199-10-73-053-20-21

3 AGENGY 2. BUREAU/ DIVISION S Eout | Ccoory | mim | savoir | ¢ G

Existing Position

New/Revised Position

Department of Human Services Division of Developmental Disabilities 0 052 | 1 |R
160 SECTION 11. UNIT 1% g;tms.qcnou 13 EFFECTIVE DATE
C
Existing Position
) 10/16/19
New/Revised Position i ices ~ i
Mablov Devel 1l Cent F1sca'I suppgn Servgcf:s Busanesg 01 MAO2 ESTABLISH
€y LUeveiopmental Leater Administration/Recipient Accounting £) MC#22 EXCMPT CODE CHANGE
rumn | £ MCO24 POSITION NUMBER CHANGE,
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MCU26 CLARIFY
Trvaing Fomon 00 MC027 ADDITIONAL IDENTICAL CHANGL
. O] MC028 WORK COUNTY CHANGE
Dixon 0 MDa2I ABOLISH
NerwrEevesd Frovion O MC14% DOWNWARD REALLOCATION
Dixon, Lee County RC0OG2 N | E] MCI50 LATERAL REALLOCATION
0 M58 LPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, performs investigations relating to financial responsibility of individuals, their
estates and their legally responsible relatives; serves as Medicare part B Coordinator; reviews and approves
account adjustments; prepares correspondence used to expedite the collection of funds; serves as a liaison
with officials handling probate and civil cases; recommends and, after approval, implements policy, method,
and procedure revisions as a result of section staff studies,

SPECIFICALLY:

30% 1. Performs investigations relating to financial responsibility of individuals, their estates and their legally
responsible relatives. Prepares correspondence to collect funds. Evaluates the financial position of
individuals and/or their estates and their legally responsible relatives to determine an equitable schedule of
charges for care and treatment of individuals; confers with supervisor and/or central office concerning
difficult or complex and possible precedent-setting cases.

2004 2. Serves as Medicare Part B Coordinator; reviews correspondence, rouies correspondence to staff for
action; files Medicare B claims; maintains individual Medicare B files and performs follow-up on filed
Medicare B claims.

15% 3. Reviews and approves account adjustments; approves or disapproves documents of relatives claiming
exemption from treatment charges; advises staff regarding acceptance of money in unusual situations and to
explain policy, procedures and slatutes governing reimbursement.

15% 4, Prepares letters, subpoenas, memorandums and legal documents used 1o expedite the collection of funds,
reviews correspondence and the documented results from conferences with relatives, conservators, attorneys,
insurance companies, legislators, federal and state and other involved parties.

IMMEDIA%Q&RE AGENCY HEAD SIGNATURE DATE
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16, (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS {Continued)

10% 3. Serves as a liaison with officials handling probate and civil cases involving departmental accounts;
testifies or provides testimony and materials supporting reimbursement charges.

3% 6. Recommends and, after approval, implements policy, method, and procedure revisions as a result of
section staff studies.
3% 7. Performs other duties as assigned or required which are reasonably within the scope of duties enumerated
| above.

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUFPERVISOR (Responsibie for assigning and reviewing work, preparing,
conducling and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusling
grievances for the incumbent of this position. )

WORKING TITLE (IF ANY)

Public Service Administrator  370135-10-73-050-00-21 Director of Fiscal Sﬁppon Services

18. CHECK THE APPROPRIATE BOX IF THIS POSITION {S A:
] SUPERVISOR  OR (] LEAD WORKER

NOTE: Supervisory or lead worker responsibiiities must be described In a detailed duty statement{s) with a

time percentageis) 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 Incumbenis or Funded Vacancies

N/A

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 OPFTIONS 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 four years college with courses in
accounting, economics or business administration, preferably including courses in insurance, esiate and probate law.
Requires one year of work experience in the reimbursement field. Requires extensive knowledge of various reimbursement
forms utitized by the facility. Requires extensive knowledge of the statutes and departmental policies, rules and regulations
as they relate to the reimbursement of monies to the State for the care and treatment of patients. Requires extensive
knowledge of mathematical calculations relevant to reimbursement funding. Reguires ability to analyze records, accounts,
forms and legal documents to ascertain financial condition, completeness, accuracy and sufficiency in compliance with
Siate laws and departmental rules and regulations.




CM S ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

7. POSITION TITLE

WORKING TITLE (IF ANY] | PRiGUR | poomoniie

2, POSITION NUMBER

Existing Position

New/Revised Position
Reimbursement Officer 1

38199-10-73-053-20-21

3. AGENCY 4, BUREAU/ DVISION SO TP TR T samt | DLk
Existing Position
Mew/Revised Position
‘ . .y <
Department of Human Services Division of Developmental Disabilities G 052 I N IR
10, SECTION 11 UNIT 12 TRANSAL 10N 13. EFFECTIVE DATE
TODE
Existing Position e
12/16/17
New/Revised Position Fiscal Support Services - Busingss
, : A L i [ MAS2L ESTABLISH
Mabley Developmental Center Administration/Recipient Accounting ] MCO2? EXEMPT CODE CHANGE
Ruizn | [ MOG34 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exeanpt MOG26 CLARIFY

Exstting Pasiton

[ MCG2? ADDITIONAL IDENTICAL CHANGE
I MO8 WORK COUNTY CHANGE
£ MEsrt AROLESH

Dixon

New Revised Poswion

I MCHY DOWNWARD REALLOCATION
RC082 N | £ MO0 LATERAL REALLOCATION
£ MOS8 LPWARD REALLOCATION

[ % OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30%

15%

10%

3%

Under general supervision, investigates the financial liability of patients, their estates and their legally
responsible relatives; serves as Medicare part B Coordinator; reviews ’,gmci approves account adjustments;
prepares correspondence used to expedite the collection of funds; serves as a liaison with officials handling
probate and civil cases; recommends and, after approval, implements policy, method, and procedure
revisions as a result of section staff studies.

SPECIFICALLY:

I. Investigates, evaluates, determines and reviews the financial liability of individuals, their estates and
their legally responsible relatives, in order to schedule charges for care and maintenance; confers with
supervisor and/or central office concerning difficult or complex and possible precedent-setling cases;
calculates the reimbursement rate for individuals.

2. Serves as Medicare Part B Coordinator; reviews correspondence, routes correspondence to staff for
action; files Medicare B claims; maintains individual Medicare B files and performs follow-up on filed
Medicare B claims.

3. Reviews and approves account adjustments; approves or disapproves documents of relatives claiming
exemption from treatment charges; advises staff regarding acceptance of money in unusual situations and to'
explain policy, procedures and statutes poverning reimbursement.

4. Prepares letters, subpoenas, memorandums and legal documents used to expedite the collection of funds;
reviews correspondence and the documented results from conferences with relatives, conservalors, attorneys,
insurance companies, legislators, federal and state and other involved parties.

5. Serves as a liaison with officials handling probate and civil cases involving departmental accounts;
testifies or provides testimony and materials supporting reimbursement charges.

6. Recommends and, after approval, implements.policy, method, and procedure revisions as a result of
section stalf studies. W s TR AL 3
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16. (CONTINUED)

% OF TIME 16_COMPLETE_CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)
5% 7. Performs other duties as assigned or required which are reasonably within the scope of duties enumerated
above.

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing,
conduciing and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting
grie\:ances for the incumbent of this posilion.)

&A’ 30S - 10="13—0 50—~ WORKING TILE (IF ANY)

Rusinese-Mennsesrd3i-5--0-13-050-00-24- . ‘, ‘
blra G&(aﬂ
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[JSUPERVISOR OR [JLEAD 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 posilion titte, pasition number, and number of subordinate incumbents or aulhorized funded
headcount:

Position Title Position Number No, of Incumbents or Funded Vacancies

N/A

18. 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 four years college with courses in
accounting, economics or business adminisiration, preferably including courses in insurance, estate and probate law.
Requires one year of work experience in the reimbursement field.

s
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CMS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) 8*%’5%‘5'“ "g;g&%"cgf 2. POSITION NUMBER

Existing Position

New/Revisad Posihon

3. AGENCY 4. BUREAU/ DIVISION O | S | e [ sevor | SO

Exisling Position

NawiRavised Posilian

Department of Human Services Division of Rehabilitation Services 0 069 | 2 R
10. SECTION 4. UNIT é%T?ANSACTION 13 EFFECTIVE DATE
D
Existing Position
§171/19
NewRavised Pasition
L - MAD21 ESTABLISH
[liinois School for the Deaf K-8 Dorm/TLP 8 MC022  EXEMPT CODE CHANGE
Ruten | [J MCO24 POSITION NUMBER CHANGE

14, WORK LOCATION 15. BARGAINING/TERM CODE Exampt MC026 CLARIFY
Existing Position O MCa27 ADDITIONAL IDENTICAL CHANGE
Jack il O MC028 WORK COUNTY CHANGE

acksonville 0 MDo21 ABOLISH
New/Revised Position RC009 N g MC149 DOWNWARD REALLOCATION

! MC150 LATERAL REALLOCATION

Jacksonville/Morgan £ MC158_UPWARD REALLOCATION

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

Under general supervision, provides direct training and daily personal care to students at the Illinois School
for the Deaf. Cares for deaf children; provides guidance, personal care and training to children develop good
living skills’habits; assists professional staff in carrying out aspects of the total rehabilitation programs.
Instructs children in learning recreational and occupational activities. Observes residents in all phases of
daily activities; prepares written reports. Determines proper disciplinary procedures in minor situations.
Escorts children to dining room, school movies, on and off-campus activities/functions. Utilizes manual
communication with individuals who are deaf and/or hard of hearing on a daily basis with students, parents
and staff.

SPECIFICALLY:

25% 1. Provides direct training and daily personal care to students at the Illinois School for the Deal. Cares for
deaf children; provides guidance, personal care and training to children performing daily living skills and
other activities to allow them to function independently and develop good living skills/habits. Instructs and
monitors students in daily activities of personal hygiene and grooming, wake-up and bedtime routines, and
leisure lime activities, etc. Communicates with students, parents and staff utilizing manual communication.

20% 2. Instructs children in learning recreational and occupational activities; through daily activities,
instills/teaches moral and social values and skills to develop self-identity and consideration for others.

15% 3. Assists professional staff in carrying out aspects of the total rehabilitation programs, Provides individual
attention to children in conjunction with the teachers lesson plan, i.e., assists with homework and/or
classroom observation.

10% 4. Determines proper disciplinary procedures in minor situations; informs supervisor of more serious
prop plinary p Upervi

problems; offers suggestions to alleviate such. Intervenes in potentially harmful situations with residents;

imposes diseipline.

10% 5. Escorts children to dining room, school movies, on and off-campus activities/functions; assists in
supervision of children at large group activities.

DIRECTOR OF CMS SIGANATU IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE : AT
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16, (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued

10% 6. Observes residents in all phases of daily activities; prepares writlen reports on each student; completes
individualized records, injury reponts and other required documentation. Serves as a mandaied reporter under
the Child Abuse and Neglect Act,

5% 7. Receives on-going in-service training from various school professionals regarding new procedures and
policies, refresher courses and new developments and techniques.

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

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

WORKING TITLE (IF ANY)

Residential Services Supervisor  38280-10-43-220-70-20

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A
LISUPERVISOR OR  [O LEAD WORKER

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

time percentage(s) aliotted.
If 2 box was checked above, list position title, posiion number, and number of subordinate incumbents or authorized funded
headeount:

Position Tille Position Number Mo. of incumbentis or Funded Vacancies

N/A

18, 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 an AA degree, preferably in child care, sociology or
human services, or requires two years of experience in the care and supervision of children as could be gained in a day care
facility or Head Start Program, plus the completion of an agency approved training program or an additional year of the
above experience. Requires the ability to communicate effectively in American sign language at a colloquial skill level.




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

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Residential Services

BILINGUAL | POSITION TITLE

WORKING TITLE (IF ANY)  ° o002~ 'oerioncobe | 2- POSITION NUMBER

Supervisor 20 MC 38280-10-73-060-10-22
5.
6. WORK | 7. All 8.
3. AGENCY 4. BUREAU/DIVISION E)((JI\EI)TE ey | e | e | & QEAEE UsE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Division of Developmental 0 052 2 R
Services Disabilities
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DA
EXISTING POSITION
L] mMA021 11/1/2022
ESTABLISH
0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [0 MC024 POSITION NUMBER CHANGE
Mabley Developmental Center | Residential Services/Direct Care MC026 CLARIFY
[0 MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION é‘r(’) BARGAINING/TERM vl
DE [0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
Dixon/Lee County RC062 N L] MC158 UPWARD REALLOCATION
0
'?I)M(?EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
30% 1. Completes and distributes work schedules of direct care staff on an assigned unit, on an
assigned shift.
o Evaluates daily and projected staff coverage needs and schedules staff to ensure
services are provided and received within a given time period.
e Conducts unit rounds, observes staff interactions with individuals to ensure the provision
of proper care.
e Provides orientation and on-the-job training for personnel.
o Interprets and implements policies and procedures for completion of forms.
Determines and manages voluntary and mandatory overtime assignments in
accordance with established procedures.
25% 2. Serves as a working supervisor.

Assigns and reviews work.

Provides guidance and training to assigned staff, counsels staff regarding work
performance.

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

Establishes annual goals and objectives.

Approves time off.

Position #38280-10-73-060-10-22 Page 1 of 4



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

?ﬁM%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Prepares and signs performance evaluations.

10% 3. Monitors and implements active treatment programing.

e Advises team on progress/regression of individuals.

e Recommends changes in the treatment program.

e Observes the training and teaching of independent living skills and assists during
subordinate absences.

e Offers advice on establishing/modifying the day to day carrying out of treatment
programs.

e Utilizes sign language to communicate with individuals who are deaf and/or hard of
hearing.

e Physically restrains individuals as necessary to prevent injury to individual or others.

¢ Aides in the implementation of physical restraints for combative individuals.

10% 4. Prepares reports and documentation relative to individual services, individual participation in
activities and general operation of living areas.

e Ensures living areas comply with applicable standards, policies, procedures and
regulations.

e Requisitions supplies and materials.

e Requests and monitors completion of maintenance services.

¢ Maintains inventory of commodity and equipment needs for given units.

10% 5. Participates as a member of interdisciplinary habilitation teams and facility-wide operational
committees (i.e. Behavior Management, Human Rights, Executive Committee, etc.).

e Provides input as to individual service needs for residential units and individual progress
including behavioral problems.

e Serves as a participating member of the facility labor-management team.

e Provides input on issues and presents the viewpoint of residential services from the role
of a supervisor.

10% 6. Uses sign language to communicate with individuals (who are hearing impaired) while
investigating unusual incidents.

e Observes physical areas and individuals involved, preserves scene, interviews staff
and/or other individuals aware of the incident and evaluates the situation to determine if
an employee should be removed from the work area.

e Documents, interviews, summarizes and analyzes incidents and makes
recommendations for follow-up action.

e Prepares closure reports for submission to Facility Director, the center’s Quality
Manager and Office of Inspector General outlining the results of investigations and
actions taken.

e In performance of job duties, works after business hours, weekends and holidays.

e Travels in performance of job duties.

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

duties enumerated above.
17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing
work, preparing, conducting and signing performance evaluations; effectively recommending and imposing
disciplinary action and adjusting grievances for the incumbent of this position.)
WORKING TITLE (IF ANY)

Mental Health Administrator | 26811-10-73-060-00-22, 26811-10-73-
060-10-22, 26811-10-73-060-20-22, 26811-10-73-060-30-22

Position #38280-10-73-060-10-22 Page 2 of 4



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

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
Supervisor [ 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 Incumbents or Funded Vacancies
Mental Health Technician | 27011-10-73-060-00-21 Multiple
Mental Health Technician | 27011-10-73-060-00-22 Multiple
Mental Health Technician Il 27012-10-73-060-00-21 Multiple
Mental Health Technician Il 27012-10-73-060-00-22 Multiple
Mental Health Technician |1l 27013-10-73-060-00-21 Multiple
Mental Health Technician Il 27013-10-73-060-00-22 Multiple

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 an Associate of Arts Degree, with
course work in the health and human services field, plus two years direct care experience in a mental
health/rehabilitation residential care setting.
OR
Requires two years resident care supervisory experience in a mental health/rehabilitation residential
care setting.
2. Requires the ability to communicate with individuals who are deaf and/or hard of hearing using manual
sign language at a novice skill level.

*Qualifying state employees in the Upward Mobility Program shall have the state requirements of this
classification waived by successful completion of specific proficiency tests and training programs.

Preferred Qualifications (In Order of Significance)

1. Two (2) years of professional experience supervising staff.

2. Two (2) of professional experience assessing operational needs and delegate staff appropriately in a
public or private organization.

3. Two (2) years of professional experience communicating effectively orally and in writing.

4. Two (2) years of professional experience working with individuals with physical disabilities and
addressing the behaviors and problems.

5. One (1) year of professional experience performing quality assurance activities.

6. Two (2) years of experience in the guidance and training of staff.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain individuals to prevent injury to individual or others.
2. Requires the ability to work after business hours, weekends and holidays.
3. Requires the ability to travel.

Position #38280-10-73-060-10-22 Page 3 of 4



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

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 Division of Developmental Disabilities is seeking to hire a Residential Services Supervisor for the Mabley
Developmental Center located in Dixon, Illinois to complete and distribute work schedules of direct care staff on
an assigned unit, on an assigned shift. Serves as working supervisor of direct care staff in the provision of
facility-wide para-professional services to individuals who have developmental disabilities. Oversees direct care
activities on a designated shift. Assists in the implementation of habilitation services and ensures living areas
meet facility, Department of Human Services (DHS) and regulatory standards. Utilizes manual communication
in the performance of duties involving direct contact with individuals who are deaf and/or hard of hearing.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATURE SIGNATURE SIGNATURE
11/8/22
11/16/22 LS

Position #38280-10-73-060-10-22 Page 4 of 4
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( : M DEPARTMENT OF CENTRAL
MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKNG TYTLE dF ANV [ O ER cOCE | 2. pOSITION. NUMBER
|existing Position
Now/Revised Position
School Psychologist 20 MC 3920(_)-10-43-360-10—20
3. AGENCY 4. BUREAU/CIVISION 5 par | e aome 17 AnL s aupm | 8. oFfice use
Existing Position

N
[ ew/Revised Posmion
Department of Human Services Division of Rehabilitation Services| 069 Y R
10. SECTION- 11. UNIT 12.TRANSACTION CODE [ 13. EFFECTIVE DATE
Existing Position

11/16/086
New/Revised Position . [0 mMAD21 ESTABLISH
Ilinois School for the Deaf Evaluation Center MC022 EXEMPT CODE CHANGE
MCO024 POSITION NO. CHANGE

14. WORK LOCATION 15, BARGAINING/TERM SR MC026 CLARIFY
Existing Position MCO27 ADDITIONAL IDENTICAL CHANGE

MCO28 WORK COUNTY CHANGE
MDO21 ABOLISH

Naw/Ravised Position MC149 DOWNWARD REALLOCATION
Jacksonville RCO63 MC158 UPWARD REALLOCATION

MC150 LATERAL REALLOCATION

% OF TIME | 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30%

30%

15%

15%

| Under the direction and supervision of the Director of the Evaluation Center at the Illinois School for the Deaf,
| performs functions as a school psychologist with children who are deaf and hard of hearing and provides
. copsultotion to other schoel staff, pazente of deaf children and nrofessiona! educators from other refersing
' loca! education agencies. Utilizes sign language in performance of duties.
[ :
| SPECIFICALLY:
|
1. Administers, scores, interprets and writes diagnostic statements and psychoeducationally-relevant
recommendations. Prepares behavior management and/or counseling plans based upon the findings of
I individual psychological testing with deaf students at ISD utilizing manual communication, prospective
| students, and students referred for testing only by their local education agency. Psychological testing includes
} the following areas: intelligence, visual-motor skills, educational achievement, personality, behavior and
| egloltional adjustment, neuropsychological screening, attitudes and interests and interpersonal communication
I S 8.

| 2. Interviews students and collateral family members; observes students in structured and unstructured

| activities; analyzes test findings and relevant background records and, on the basis of the results, prepares

| detailed written reports of important findings and recommendation to address the student’s educational,

| personal, behavioral, social and family needs and identified problems. Reviews findings and, when the need is
indicated in given cases, makes referrals for specific specialist-type examinations such as psychiatrist,

I neuropsychological, clinical psychological, occupational/physical therapy, neurological, ophthalmological

| and/or other types.

3. Provides consultation to school principals, program supervisors, educators, child care service workers,
counselors, teachers, and other professional personnel in matters affecting the learning, development,
l adjustment, behavior, and placement of individuals and groups of students. Attends and participates in Multi-
| disciplinary Conferences and Individual Educational Plan meetings as well as other student statfing meetings.

4. Assists with the school’s annual student educational achievement testing program, including test
scheduling, test administration, test scoring, reporting of results to students and staff, and analysis of results on
| both short-term and longitudinal bases. -

> /) suREAU OF
IMMEDIA 2REP L

PRERIOR OS2

NOV 2 8 2006
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16, (CONTHNUED) : ) o
% OF TIME |
5% I 5, Participates in selected external and internal research projects as approved administratively; participates as

a trainer in teacher institutes and other school-sponsored training programs, Participates as a member of the
| Mobile Assessment Program.

5% | 6. Performs other duties as required or assigned which are reasonably within the scope of the duties
| enumerated above.

i

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).

WORKING TITLE (IF ANY)

Public Service Administrator 37015-10-43-360-00-20 Evaluation Center Director

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
] SUPERVISOR __ OR [ LEAD WORKER

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

—

If a hox was checked above, list position title, position number, and number of subeordinate incumbents or authorized funded
head count:

No. of Incumbents or
Position Title Position Number Funded Vacancies

N/A

CAN NO LONGER BE USED.

19. SPECIALIZED KNOWLEDGE, SKILLS, ABILITIES, LICENSURE QR 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"

Requires the school psychologist endorsement from the II State Board of Education. Requires four years of college plus a
Master’s or doctoral degree in psychology or the equivalent. Requires the ability to administer and interpret a broad
range of individual and group psychological tests, to conduct student observations and interviews, to review relevant
background records, and to prepare effective written reports of findings; requires ability to communicate effectively with,
and to work harmoniously with, students, parents and other professionals; one year experience in psychological
evaluation of school-age children. Requires ability to communicate in sign language at a colloquial level.
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’ ILLINOIS

DEPARTMENT OF CENTRAL
MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (I ANY) ST FoRIRcO0E | 2. POSITION NUMBER
Txisting Position
39200-10-43-560-10-20
New/Revised Position
School Psychologist 20 e 39200-10-43-360-10-20
3. AGENCY 4. BUREAU/DIVISION S ESML [° o [ i, | Avom [ oFFice use
TG Toson
2w/ HavISel osion Y
Department of Human Services Office of Rehabilitation Services 0 069 N R
16. SECTION 11. UNIT 12.TRANSACTION CODE | 13 EFFECTIVE DATE
Existing Position —
Y- 10
New/Revisad Position et O et )
Ninois School for the Deat ™= -« ¢ Evaluation Center EREMPT GODE GHANGE
- POSITION NO. CHANGE
14. WORK LOCATION v 2 (0 2004 [15. BARGAINING/TERM SRR CLARIFY
Existing Position [IIEIN ADDITIONAL IDENTICAL CHANGE
D om WORK COUNTY CHANGE
Tl LWL, g%%r{lsﬁAHD REALLOCATION
fewmavised Posson st T LATERAL REALLOCATION
Jacksonville RC063 UPWARD REALLOCATION
% OF TIME | 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNGTIONS

| Under the direction and supervision of the Director of the Evaluation Center at the Illinois School for the Deaf,
; P e bireetor ¢ ! :
performs functions as a school psychologist with children who are deaf and hard of hearing and provides
| ) . ; P
| consultation to other school staff, parents of deaf children and professional educators from other referring
local education agencies. Utilizes sign language in performance of duties.
| g

| SPECIFICALLY:

30% 1. Administers, scores, interprets and writes diagnostic statements and psychoeducationally-relevant
I rprets a S > and psy yrex
| recommendations. Prepares behavior management and/or counseling plans based upon the findings of
individual psychological testing with deaf students at ISD, prospective students, and students referred for
| testing only by their local education agency. Psychological testing includes the following areas: intelligence,
| visual-motor skills, educational achievement, personality, behavior and emotional adjustment,
! ! X > P ¥, al acjustm
} neuropsychological screening, attitudes and interests and interpersonal communication skills.

30% I 2. Interviews students and collateral family members; observes students in structured and unstroctured
activities; analyzes test findings and relevant background records and, on the basis of the results, prepares
| detailed written reports of important findings and recommendation to address the student’s educational,
| personal, behavioral, social and family needs and‘ identified problems. Reviews findings and, when the need is
| mdicated in given cases, makes referrals for specific specialist-type examinations such as psychiatrist,
neuropsychological, clinical psychological, eccupational/physical therapy, neurological, ophthalmological
: and/or other types.

15% | 3. Provides consultation to school principals, program supervisors, educators, child care service workers,
counselors, teachers, and other professional personnel in matters affecting the learning, development,
adjustment, behavior, and placement of individuals and groups of students. Attends and participates in Multi-

: disciplinary Conferences and Individual Educational Plan meetings as well as other student staffing meetings.

15% | 4. Assists with the school’s annual student educational achievement testing program, including test
scheduling, test administration, test scoring, reporting of results to students and staff, and analysis of results on
| I both short-term and longitudinal bases.

]
IRECTOR O C;M?SIGN TU FMMEDIATE SUPERVISOR SIGNATURE
ekl IK

CMS-104 (Rev. 10/94) 1L 401-079‘5/ %) 0)\

AGENCY HEAD SIGNATURE
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| 16. (CONTINUED) " ' .
|% OF TIME l : : ‘\

‘ 5% I 5. Participates in selected external and internal research projects as approved administratively; participates as

a trainer in teacher institutes and other school-sponsored training programs. Participates as a member of the
‘ | Mobile Assessment Program.
|
5% | 6. 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).

WORKING TITLE (IF ANY)
Public Service Administrator 37015-10-43-360-00-20 Evaluation Center Director

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[J SUPERVISOR OR O LEAD WORKER
‘ NCTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s)

with a time percentage(s) aliotted.

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

No. of incumbents or
Position Title Position Number Funded Vacancies

18. SPECIALIZED KNOWLEDGE, 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, .
We UIES S 01 PoChologist end gfsement Syom b, S ard E(i{ Cody . .
e(?mres four ?ears(’ of Collgg‘g: pi’uss'i a Mastelq"s or doctora? gf\:gree n 1%37%%0 ogy ort e%ec:qdutilvalent. Requlres the ability to

administer and interpret a broad range of individual and group psychological tests, to conduct student observations and
interviews, to review relevant background records, and to prepare effective written reports of findings; requires ability to
communicate effectively with, and to work harmoniously with, students, parents and other professionals; w%ne-e}ears
experience in psychological evaluation of school-age children; « P

—_— . - '

e . ; Requires ability to communicate in sign language.”




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

1. POSITION TITLE WORKING TITLE (IF ANY) BIINCHAL - oS O D | 2. POSITION NUMBER
EXISTING POSITION

39877-10-79-200-13-29
NEW/REVISED POSITION

. , 29 SS 39877-10-79-010-11-29
Security Officer Sergeant
5.
6.WORK = 7.A/l 8.

3. AGENCY 4. BUREAU/DIVISION E)g\gTE oty | e sy S OFFEEUSE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Division of Mental Health 0 016 2 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION [ MAO21

ESTABLISH 10/16/2022

[0 MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION MC024 POSITION NUMBER CHANGE
Chicago-Read Mental Health | Security Department MCO026 CLARIEY
Center
14. WORK LOCATION é% DBEARGAINING/TERM FEe)Lg;\AANPT [0 MC027 ADDITIONAL IDENTICAL CHANGE

] MC028 WORK COUNTY CHANGE

EXISTING POSITION ] MD021 ABOLISH
] MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION

, RCO029 N
Chicago/Cook County [0 MC158 UPWARD REALLOCATION
0
'?I)M?EF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
35% 1. Performsa variety of security duties on an assigned shift.

e Participates/conducts investigations into allegations initiated by patients and/or staff of
burglaries, vandalism, patient injuries, and traffic accidents within the guidelines of
Office of Inspector General (OIG).
e Prepares written reports of same.
Monitors facility property, i.e. guarding hospital entrances, checks incoming traffic,
issuing visitor passes, drives state vehicles to enforce traffic rules and regulations,
operational procedures of security vehicles and radio procedures, proper procedures of
sending and receiving of messages throughout the grounds and maintenance of
communication log books and communication database.
20% 2. Serves as designated lead worker to lower level staff.
e Assigns and reviews work.
e provides guidance and training to assigned staff.
e Advises immediate supervisor regarding performance of staff.
15% 3. Trains staff on ongoing security procedures, safety procedures, i.e., security participation in fire
safety/emergency procedures, disaster drill procedures.

Position # 39877-10-79-010-11-29 Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Trains officers on security policy and procedures and on using computer database to
enter and track staff vehicle stickers, deletions, and additions for the purpose of general
control of vehicles on the grounds and violators of parking/traffic rules and regulations.
10% 4. Communicates in Spanish to those individuals who do not read or speak English.
e Translates functions/procedures into Spanish for individuals who cannot speak or read
English, in contacts with general public, advocacy groups, customers and community

organizations.

10% 5. Prepares daily summary reports of all work activities, advises oncoming shift of unusual priority
instances and incidents.
5% 6. Inputs daily summary reports.

e Inputs security data into the computerized database and participates in all Department
of Human Services (DHS) and Chicago-Read Mental Health Center (CRMHC)
mandatory training.

5% 7. Performs other duties as required or assigned which are reasonably within the scope of the
duties enumerated above.
17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing
work, preparing, conducting and signing performance evaluations; effectively recommending and imposing
disciplinary action and adjusting grievances for the incumbent of this position.)
WORKING TITLE (IF ANY)
Security Officer Chief ~ 39875-10-79-010-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
0 Supervisor 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 Incumbents or Funded Vacancies
Security Officer 39870-10-79-010-11-01 Multiple
Security Officer 39870-10-79-010-11-29 Multiple

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 LONGERBE USED.
Minimum Qualifications

1. Requires knowledge, skill, and mental development equivalent to the completion of high school.

2. Requires one year of experience in safety and protection service or a related field.

3. Requires ability to speak, read and write Spanish at a colloquial skill level.
Preferred Qualifications (In order of Significance)

1. N/A

Position # 39877-10-79-010-11-29 Page 2 of 3



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

20. CONDITIONS OF EMPLOYMENT

1. Requires a valid driver’s license.

2. Requires the ability to climb stairs, chase runaways and physically restrain and control individuals.
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 Division of Developmental Disabilities is seeking to hire a Security Officer Sergeant for the Chicago-Read
Mental Health Center located in Chicago, lllinois to perform a variety of security duties on an assigned shift.
Serves as designated lead worker. Trains staff on ongoing security procedures, safety procedures. Prepares
daily summary reports. Inputs daily summary reports. Communicates in Spanish to those individuals who do not
or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE DATE

10/19/22

LS
10/26/22

Position # 39877-10-79-010-11-29 Page 3 of 3



C M ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICES . POSITION DESCRIPTION
"4, POSITION TITLE WORKING TITLE (IF ANY) B"g’gg‘é"f s 2 2. POSITION NUMBER
| EXISTING POSITION o | T 1 R .
b . e .____;_39.370'.19'82'22.9:_1_0.'2.9_. .
NEW/REVISED FOSITION l ! , R
Security Officer [ J _8S _ .39870-10-82-100-00-29 |
9. 6.WORK 7.M 8. !
3. AGENCY 4, BUREAU/DIVISION BT GO AUTH Aupm 9 OFFICE USE
"EXISTING POSITION ooy T e Cor ﬁi ) T I N T
| ] -
[ NEW/REVISED POSITION - I f
Department of Human . Division of Mental Health 0 ;06 | 2 R
| Services | R R R Ch
| 10. SECTION . UNIT é%gg”‘NSACT'ON g,iTEg FECTIVE
[EXISTINGPOSITION S e
I j « O MAQ21 |
! ‘ ' ESTABLISH l 5 16’20%1 {
L | Security - Day Shit =~ I:l MA022 EXEMPT CODE CHANGE ;
| NEW/REVISED POSITION | . 0 MC024 POSITION NUMBER CHANGE |
. Madden Mental Health Center : Security R MC026 CLARIFY ‘
14. WORK LOCATION 15. BARGAINING/TERM EQEQI«FJ’T ‘ [J MC027 ADDITIONAL IDENTICAL CHANGE {
oL LoD \ 0O MC028 WORK COUNTY CHANGE ;
* EXISTING POSITION ! ' D MD021 ABOLISH
T | O MC149 DOWNWARD REALLOCATION
: NEW/REVISED POSITION ’ ! [J MC150 LATERAL REALLOCATION !
I Hines/Cook County ‘ RC029 L N | OMC158 UPWARD REALLOCATION |
| hor 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
| 25% 1. Performs safety property and protection services involving patients, employees, visitors, and

! state property within the facility on an assigned shift.
« Patrols the facility by foot patrol, operating a State vehicle, operating the State-owned |
computers while keeping up with all updates or by monitoring the security close circuit
4 television system. ,
20% 2. " Assists other unit staff in restraining and controlling combative or acting out patients at the time
of their admission and during their hospitalization at the facility. !
« Assists in searching for patients.
* Accompanies court committed patients to court appearances and other patients
o transferred to other facilities.
10% | 3. Enforces traffic rules and regulations of the facmty
+ Verifies parking tickets are issued to violators who improperly park their vehicles or
leave their vehicles unlocked.
= Checks parking lots for unauthorized vehicles parked without Madden Mental Health
parking stickers.
s Checks facility buildings and grounds for unauthorized personnel, breaches of security
~ or unsafe conditions and reports findings to supervisor. . y e

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

Il ;/"Il\?g 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

i 10% | 4. Takes actions allowed to apprehend uncooperative and potentially combative patients who are |

attempting to leave the facility without authorization as stated within policies and procedures. !

_ « Assists in emergencies, such as fires, disasters, etc., which involves physical effort in

o _ removing patients from hazardous conditions. . . .. . ¥

10% 5. Under supervision interviews patients and collects evidence associated with the Office of 1

Inspector General (OlG) investigations.

Lo i __»_ Successfully completes OIG Basic Investigator Training. e
10% 6. Communicates in Spanish to those individuals who do not read, speak or write English. g

« Translates functions/procedures into Spanish for individuals who cannot read, speak, or '
write English in contacts with the general public, advocacy groups, patients and/or their

: _ ~ families and community organizations. = o

5% - 7. Communicates with patients, staff and other members of the community including law

| enforcement, when required, during investigations and reports results relating to unusual
... . .. incidents. e S
72 ' 8. Participates in CPI (Crisis Prevention [nstitute) training for the nonviolent physical control of

combative patients and completes CBL (Computer Based Learning) training and

~ Cardiopulmonary Resuscitation (CPR) annually. = _ L
9. Performs other duties as required or assigned which are reasonably within the scope of the
o _ duties enumerated above. o L e L
. 17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing
- work, preparing, conducting, and signing performance evaluations; effectively recommending and imposing l
i disciplinary action and adjusting grievances for the incumbent of this position.) :

- . WORKING TITLE (IF ANY)

| Security Officer Lt. 39876-10-82-100-00-21 | B

r p———— e

5%

|
i

[ o

| 18. CHECK THE APPROPRIATE BOX IF THIS POSITION sa. oo
, O Supervisor O 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 titte, position number, and number of !
, subordinate incumbents or authorized funded headcount.

i
 No. of Incumbents o Funded Vacangies |

|
‘ Position Title Position Number
' N/A | ‘ |
| 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 LONGERBE USED.
¢ Minimum Qualifications !
‘ 1. Requires knowledge, skill, and mental development equivalent to the completion of high school.
: 2. Qualifying state employees in the Upward Mobility Program shall have the stated requirements of this
I classification waived by successful completion of specified proficiency tests and training programs.
t 3. Requires ability to read, speak and write Spanish at a colloquial skill level.
" Knowledge, Skills, and Abilities

1. Requires working knowledge of facility security requirements and requlations.

2. Requires working knowledge of physical restraint techniques to control combative patients.

Position # 39870-10-82-100-00-29 Page 20f 3



CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

g

i 1. POSITION TITLE
T EXISTING POSITION

Security Therapy Aide 1

3. AGENCY
CEXISTING POSITION

Department of Human
Services
{ 10. SECTION
"EXISTING POSITION

g e e o s, e e

- WORKING TITLE(IF

ANY) .

e T 5

4, BUREAU/DIVISION

NEW/REVISED POSITION ~ ~ 7
Division of Mental Health

SU—

11, UNIT

P

A

BILINGUAL

CODE

29

CMS-104
POSITION DESCRIPTION

e sy 2 T

" EXISTING POSITION

_Elgin Mental Health Services

14. WORK LOCATION

EIgm/Kane County

Position # 39901-10-81-210-31-89

| Forensic Treatment Program

D MAO022 EXEMPT CODE CHANGE

| O MC024 POSITION NUMBER CHANGE
. ® MC026 CLARIFY

i, ——

I
L

" POSITION TITLE e
OPTION E-J:QPEWMF2 F:OSITION NUMBEH o
.85 . 39901-10-81-210-31-89
; 1
' 6. WORK 7. A/l 8. .
XML COUNTY AUTH  AUDIT 9. OFFICE USE
LI St e e
|
o o045 | 2 R |
T DA S WU
12, TRANSACTION 13 EFFECTVE
-, CODE __ DATE e
. [ MA021 ; ‘
ESTABLISH 09/01/2021 _

|

O MC027 ADDITIONAL IDENTICAL CHANGE -

15. BARGAINING/TERM RUTAN
__COopbe _ EXEMPT .[1MC028 WORK COUNTY CHANGE
| ] MDO021 ABOLISH
... IMC149 DOWNWARD REALLOCATION
. O MC150 LATERAL REALLOCATION
| RC009_ N | CIMC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

in a forensic residential setting.

Oversees, monitors, and observes patient activities and behaviors.

Initiates therapeutic interactions with patients.

Instructs gwdes and monitors patients in daily living habits, self-care, hygiene, dressing,

and grooming.

Directs and monitors patients in general housekeeping and laundry activities.
Provides basic psycho-social programming as directed by the treatment team.
Models and guides patients in learning socially acceptable behaviors.

Provides simple nursing care such as taking vital signs, weigh-ins, foot soaks, etc. as

specified by physician.
Monitors patient intake and output.

"5 Monitors and oversees patient movement in daily activities, during meals, recreational activities,

Using aggression management techniques, physically restrains patients and identifies
and de- escalates aggressively related patlent behawor

% OF
TIME B

30% 1.
]
L
L
[ ]
®
®
L

30%

and off unit programs.

L}
. -

{
|



C M S ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICES POSITION DESGRIPTION
% ?‘;Sg o 16 COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITiON ESSENTIAL FUNCTK)NS i

3 e e e

. Partlmpates in patient management interventions that may include partlmpatlng in
restraint interventions that require the physical hold of a patient or managing the milieu
during a crisis event.

, ¢ Performs Cardiopulmonary Resuscitation (CPR).

e » Lifts up to 50 pounds, walks, stoops and bends in performance of job duties.

10% 3. Performs routine face checks of patients.

* Completes routine security checks of the interior of unit to ensure integrity of locks,

| screens, windows, vision panels, etc.

» Conducts random searches of patient rooms and units to ensure that living environment

I is kept safe and secure from contraband materials and items posing safety risks. |

10% 4. Serves as a member of the patient treatment team.

e Attends treaiment planning meetings, reports and documents patient behavior and
provides input in the development and implementation of treatment programs with team

e boomembers.

10% 5. Translates functions/procedures orally and in writing into Spanish for individuals who cannot i
speak or read English, in contacts with the general public, advocacy groups, patients and/or
patient families and community organizations.
= Communicates in Spanish to those individuals who do not read or speak English.
5% 6. Attends and provides mput into shift meetings and staff tralnlng

» Assists with orientation to new Security Therapy Aides on the unit.

o * Attends and completes required and recommended training.
5% 7. Performs other duties as required or assigned which are reasonably within the scope of the

o duties enumerated above. - L
17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsmle for asssgnmg y and reviewing
work, preparing, conducting, and signing performance evaluations; effectively recommending and imposing
- disciplinary action and adjusting grievances for the incumbent of this position.)

L . _WOBRKINGTITLE (IFANY) o
Public Service Administrator 37015-10-81-210-10-88, 37015-10-81- i :
210-20-88, 37015-10-81-210-30-88, 37015-10-81-210-40-88, 37015-
10-81-210-50-88, 37015-10-81-210-60-88, 37015-10-81-210-70-88, l
37015-10-81-210-80-88 & 37015-10-81-210-90-88

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

erventions th R

O Supervisor O 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. |

j

 Position Title " Position Number ____No. of Incumbents or Funded Vacancies _

N/A | | 1
19, SPECIALIZED KNOWLEDGES, SKILLS ABILITIES. LICENSURE OR CERTIFICATION NEGESSARY 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

R——— [TV

Position # 39901-10-81-210-31-89 Page 2 of 3



{LLINOIS 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. o

1. Requires knowledge skill, and mental development equwalent to completion of high school. "E

2. Requires successful completion of an approved Security Therapy Aide Training Program or equivalent |

experience. .

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

Knowledge. Skills, and Abilities ‘
1. N/A e

e e e e e —— 755 5 e e AR < 12 St s 5 e = e i 3 o % e s e s ]

[ 20. CONDITIONS OF EMPLOYMENT e

1. Requwes the ablhty to walk and stand for a S|gn|f|cant period of tlme mcludlng stooping, bending and }

lifting.

2. Requires the ability to lift up to 50 pounds. ;
_ 3. Requires the ability to acquire and maintain GPR cemﬁcqte N ]

| 21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is _Q intended to be all-

. encompassing or to address all respansibilities of the position. o
Under direct supervision, performs routine tasks in dispensing therapeutlc “custodial care to individuals with ]
mental illness in a forensic residential setting. Oversees, monitors, and observes patient activities and

behaviors: monitors and oversees patient movement in daily activities; completes routine security checks;

serves as a member of the patient treatment team; attends and provides input into shift meetings and staff
training. Communicates in Spanish to those individuals who do not read or speak English.

22, ABOUT THE AGENCY/BUREAU/PROGRAM

frrns st 2 [ A S - . R 30T v i e

The lllinois Department of Human Services serves families in need across Illlnols QOur mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness. e e« e
DIRECTOR OF CMS . IMMEDIATE SUPERVISOR " AGENCY HEAD D ATE
SIGNATURE .~ _ _ _ SIGNATURE _ . _ SIGNATURE

; - "
9»:1

- .“-k_mmeAAA;m.L A

| W%QM i 8/31/21 %

%@\% S
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

WORKING TITLE (IF BILINGUAL | POSITIONTITLE
1. POSITION TITLE ANY) i oPTIONCODE | 2- POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION
Security Therapy Aide SS
Trainee 29 39905-10-81-410-41-89
5.
3. AGENCY 4. BUREAU/DIVISION exur | S VIORC T A 8o | 9 OFFICEUSE
CODE
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Division of Mental Health 0 045 2 R
Services
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CEOE S
EXISTING POSITION (] MAO21
ESTABLISH 71112022

NEW/REVISED POSITION

Elgin Mental Health Services

Forensic Treatment Program

O MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE
MCO026 CLARIFY

[0 MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15.|I33EARGAINING/TERM E)L:EI\AANPT co o CAL CHANG
Co [0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MDO21 ABOLISH
0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [J MC150 LATERAL REALLOCATION
Elgin/Kane County RC009 N [0 MC158 UPWARD REALLOCATION
0
?I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
20% 1. For aperiod of six to twelve months, receives training and on-the-job experience in providing
therapeutic custodial care to adults in a secure residential care forensic unit.
e Receives classroom instruction in abnormal behavior, patient care, rehabilitation, and
security.
20% 2. Receiveson-the-job training in implementing interpersonal relationships and developing a
counseling role with selected patients.
e Writes reports for supervisory review regarding changes in patients’ behavior or
incidents that occur on assigned unit.
20% 3. Assists higher level staff in overall patient care on various units within the facility.

e Observes and communicates patients in accordance with established treatment plans.
e Participates in patient management interventions that may include participating in
restraint interventions that require the physical hold of a patient or managing the milieu

during a crisis event.

e Performs Cardiopulmonary Resuscitation (CPR).
e Lifts up to 50 pounds, walks, stoops and bends in performance of job duties.
e Translates and interprets functions/procedures into Spanish for patients and/or their

families on a facility-wide basis.

Position # 39905-10-81-410-41-89

Page 1 of 3



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

OT/‘I’M%F 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
10% 4. Receivestraining regarding methods used to escort patients to meals, recreation areas, group

or patient therapy locations, consultations with professional habilitation personnel, hearings or
on inter-institutional transfers and assists higher level unit staff.

10% 5. Receivestraining on methods used to observe and intervene in patient behavior using
aggression management techniques and assists higher level staff to physically restrain patients
with behavior problems.

e Physically restrains patients as necessary to prevent injury to the patient or others.

5% 6. Receivestraining and with guidance, administers simple oral medications.
5% 7. Assists in making periodic counts of patients.
e Assumes responsibility for protection of the patient’s safety.
5% 8. Escorts patients to court appearances, medical appointments, and other needs outside of the
facility.
e In performance of job duties works after business hours, weekends and holidays.
5% 9. Performs other duties as assigned or required 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  37015-10-81-440-10-88 Associate Director of Nursing
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor [ 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 Incumbents or Funded Vacancies

N/A

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 high school.

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

Position # 39905-10-81-410-41-89 Page 2 of 3



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

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to physically restrain patients as necessary to prevent injury to the patient or others.

2. Requires the ability to walk and stand for a significant period of time, including stooping, bending and

lifting.

3. Requires the ability to lift up to 50 pounds.

4. Requires the ability to acquire and maintain Cardiopulmonary Resuscitation (CPR) certificate.

5. Requires the ability to work after business hours, weekends and holidays.

6. Requires the ability to participate in and successfully complete the Security Therapy Aide training

program.

7. Requires the ability to protect self and others.
21. POSITION POSTING/MARKETING STATEMENT: Informationin this statement is NOT intended to be all-
encompassing or to address all responsibilities of the position.
The Division of Mental Health is seeking to hire a Security Therapy Aide Trainee for the Elgin Mental Health
Center located in Elgin, lllinois to receive training and on-the-job experience in providing therapeutic custodial
care to adults in a secure residential care forensic unit for a period of six to twelve months. Receives on-the-job
training in implementing interpersonal relationships. Assists higher level staff in overall patient care. Receives
training regarding methods used to escort patients. Escorts patients to court appearances, medical
appointments, and other needs outside of the facility. Receives training on methods used to observe and
intervene in patient behavior. Assists in making periodic counts of patients. Communicates in Spanish to those
individuals who do not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

IMMEDIATE SUPERVISOR

DIRECTOR OF CMS SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

8/3/22 7/8/22

LS
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY) | BLNSUAL [ PSSTONTIE T2 POSITION NUMBER

Existing Position

New/Revised Posilion

Senior Public Service Administrator | Recruitment and Relations

Manager of Minority 29 SS1 | 40070-10-11-250-00-29

3. AGENCY

S EXMT | 6 WORK | 7 Ad 3 OFFIGE
4. BUREAU/ DIVISION CODE COUNTY | auTH | B.AUDIT uSE

Existing Position

New/Revised Position

Department of Human Services Bureau of Recruitment & Selection 0 016 | 1 R
10. SECTION 14, UNIT 12. TRANSAGTION 13. EFFECTIVE DATE
CODE
Existing Position
1/1/21
New/Revised Position
N . . ¥
Recruitment & Technician Selection E ﬂéﬁgﬁ Eiﬁﬁdi‘#i’ém CHANGE

14. WORK LOCATION

Autan [0 MCe24 POSITION NUMBER CHANGE
15. BARGAINING/TERM CODE Exempt | [F] MC026 CLARIFY

Existing Position

[0 MCe27 ADDITIONAL IDENTICAL CHANGE
[0 MCG28 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Positon

[ MC14% DOWNWARD REALLOCATION

Chicago/Cook County TA000 N | O MCIS0 LATERAL REALLOCATION

[] MCI158 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 1. Serves as statewide manager of the Department of Human Services Minority Recruitment and Relations:

*  Implements policy and procedures for the total management process of the program;

= Directs the efforts of the programs;

= Ensures cooperation and consolidation of efforts from all DHS staff including Office, Bureaus,
Divisions, and members of the Executive Staff, School Superintendents, Facility Directors, and
the Secretary’s Office;

= Researches, analyzes, compiles, and provides data and recommendations to Executive Staff
regarding agency’s performance in meeting outreach and retention goals.

20% 2. Represents the agency in liaison relationships with community leaders and organizations representing
individuals from minority backgrounds, colleges and high schools, veteran organizations, etc., to
advertise and recruit for technical, medical, clinical, educational and other professional personnel for
DHS vacancies:

= Develops, explains and provides such organizations with DHS staff and affirmative action needs;

» (Creates a community understanding of State of Illinois and DHS job requirements, class
specifications, hiring and interviewing procedures, veteran’s preference, direct hire options and
titles, and severely disabled hiring options;

» Initiates, conducts, ensures participation in and presents a series of seminars, job fairs, career
counseling sessions and other public outreach experience

= Performs as a highly visible representative of the Department; travels extensively throughout the
state and the region in recruitment efforts.

10% 3. Speaks on behalf of the Agency in recruitment efforts; commits the Department to specific courses of
action:

= Explains, interprets and fosters support for DHS programs, recruitment efforts and affirmative
action programs with community organizations, religious groups, social groups, fraternal
organizations, executive recruitment organizations, consumer groups, coalitions and institutions
of higher education;
= Communicates in Spanish to those individuals who do not read or speak English.
DIRECTOR OF CMS SHgNATU IMMEDIATE SUPERVISOR SIGNATURE AGENCY HEAD SIGNATURE DATE
g' T - w%m 117/21
MS-104 (Rev. 10/84) |LU01 ou <8 .. n_:ij
Z.—;oa\ Opboﬁf Dl PNLLRS >




16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

10% 4. Serves as full-line supervisor to staff engaged in recruitment activities;
: *  Assigns and reviews work;

" Provides guidance and training to assigned staff;

*  Counsels staff regarding work performance;

»  Reassigns staff to meet day-to-day operating needs;

»  Prepares and signs performance evaluations;

»  Establishes annual goals and objectives;

*  Approves time off;

= Adjusts first level grievances; effectively recommends and imposes discipline, up to and including
discharge;

#  Determines and recommends staffing needs.

10% 5. Represents the Department on the Hispanic American Employment Plan Advisory Counsel and the Asian
American Employment Plan Advisory Counsel; examines the prevalence and impact of Hispanics and
Asian-Americans employed by state government, the barriers faced by Hispanics and Asian-Americans
who seck employment or promotional opportunities in state government, and possible incentives that
could be offered to foster the employment of and the promotion of Hispanics and Asian-Americans in
state government.

10% 6. Meets with Department program managers, personnel directors, and Executive Staff to ascertain DHS
titles requiring specific attention and recruitment efforts:
r  Analyzes the needs of management staff in comparison with stated affirmative action goals
and remedial action plans, where necessary;
*  Coordinates recruitment functions with hiring and interview staff and personnel units;
* Provides follow-up analysis on recruitment programs progress;
= Implements management evaluation studies of recruitment efforts;

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

WORKING TITLE (IF ANY)

Senior Public Service Administrator 40070-10-11-200-00-01 Bureau Chief

18. CHECK THE APPROPRIATE BOX IF THIS POSITION 1S A:
[(JSUPERVISOR OR  []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 Incumbents or Funded Vacancies
Public Service Administrator 37015-10-11-250-10-01 1
Public Service Administrator 37015-10-11-250-20-29 1

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUGCESSFUL
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 college with coursework
in business or public administration.

2. Requires four years of progressively respensible administrative experience in a public or private organization.

3. Requires the ability to communicate in Spanish (both written and verbal} at a colloquial level. (If you answer, “yes”,
you will be tested for proficiency).




POSITION DESCRIPTION

POSITION TITLE

POSITION NUMBER

Senior Public Service Administrator 40070-10-11-250-00-29

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Gontinued)

5%

5%

= Directs management research and post-determination analysis studies to ascertain
effectiveness of the outreach efforts;

»  Communicates with Selection staff providing information on prospective candidaies
possessing the prerequisite grade, certification, license or degree for existing and anticipated
vacancies;

»  Serves as liaison to the Department of Human Rights;

v Identifies and projects future needs of the program including budget, staffing and travel.

7. Provides strategy and oversight for all on-line recruitment initiatives including social media accounts
{Facebook, Twitter, webpages, blogs, job boards):

& Creates and distributes electronic and hard copy recruiting information and materials.

8. In the absence of the Bureau Chief, assumes responsibilities for the Bureau Chief with full
administrative authority for operation of the Bureau and all functions.

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

Box #19 Continued, Preferred Qualifications (In Order of Significance):

1.
2.

[#8]

No e

Experience in networking to recruit for employment.

Experience in networking with minority groups to recruit for employment.

Experience in a public facing role presenting, delivering or communicating on behalf of the agency
(professtonal conferences, stakeholder meetings, leadership meetings, seminars).

Experience utilizing social media and other electronic metheds to recruit individuals.

Experience analyzing data and reporting statistical information.

Experience writing, preparing, and disseminating printed and online materials.

Experience supervising staff, often times from external locations.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION

Social Service Program
Planner 11l

3. AGENCY
EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

NEW/REVISED POSITION

Bureau of Immigrant and
Refugee Services

14. WORK LOCATION

EXISTING POSITION

NEW/REVISED POSITION

CMS-104
POSITION DESCRIPTION

WORKING TITLE (IF ANY) Bl oA O O abe 2. POSITION NUMBER
03 CH 41313-10-90-412-10-03
SS 41313-10-90-412-10-29
29
5.
4. BUREAU/DIVISION ExMT SR L S | 9 OFFICE USE
CODE
Division qf Famlly and 0 016 5 R
Community Services
12. TRANSACTION 13. EFFECTIVE
U LI CODE DATE
1 MA021
ESTABLISH 51722
[0 MA022 EXEMPT CODE CHANGE
MC024 POSITION NUMBER CHANGE
: X
Contract Compliance MC026 CLARIFY
15. BARGAINING/TERM RUTAN  [1MC027 ADDITIONAL IDENTICAL CHANGE
CODE EXEMPT ] MC028 WORK COUNTY CHANGE
[0 MD021 ABOLISH
[0 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION
RC062 N

1 MC158 UPWARD REALLOCATION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Serves as a team member, performing the more complex technical tasks in state-administered

refugees and/or immigrant social service program design planning, analysis and coordination
by providing the more complex inputs into the plan for the service delivery system promoting

and facilitating the coordination of relevant DHS, HFS, IDPH, and other state and local human
services impacting the refugee/immigrant populations.

e Plans and coordinates the social service system studies and evaluations of refugee
and/or immigrant social services programs.
e Prepares the more complex program designs and scope of work for refugee and/or
immigrant social services programs.

Chicago/Cook County
% OF
TIME

20% 1.

20% 2.

Utilizes existing reports, evaluation tools, and benchmarks to research service areas requiring
remedial action.

e Makes recommendations for changes when needed and develops tasks to design and
implement service program improvements.

Position #41313-10-90-412-10-03

Page 1 of 4



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

ZTI\?IIE: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Reports on the work of the programs.
e Develops and maintains program documentation.
e Confers with administrators on policy analysis and development, makes
recommendations for revisions of policies and procedures relative to the refugee and/or
immigrant social services programs.

15% 3. Through extensive research and consultation with bureau lead workers, travels to handle
service provider activities including on- and off-site monitoring of refugee and/or immigrant
service provider contracted agencies, preparing monitoring reports and detailing corrective
actions.

e Defines tasks essential to implementing the refugee and/or immigrant service programs,
including time frame requirements for program contracts and program reporting
requirements by contractors.

10% 4. Supports and works with data systems, including Salesforce and Access databases, Excel
spreadsheets, and Business Objects, that collect demographic and service data to generate
regular reports to federal funding sources, IDHS and any other mandated entities based on
data received from social services programs.

e Reviews and provides feedback on program reports provided by the service providers.
e Analyzes program proposals and program objectives to determine success or problem
areas.

10% 5. Assists in managing the contractual process with service providers and developing Notices of
Funding Opportunity (NOFO).

e Works on proposal reviews, funding recommendations, contract developments, and
contract executions.
e Works with management, financial, and IT teams to support program contract execution.

10% 6. Provides technical assistance to program service providers to ensure that refugee and/or
immigrant social services programs are being implemented successfully.

e Develops best practices to improve program performance.

e Oversees program activities and provides assistance.

e Assists service providers with the development of policies and procedures that can
improve service efficiency and effectiveness.

e Organizes trainings and maintains training materials.

10% 7. Translates functions/procedures into Spanish for individuals who cannot speak or read English,
in contacts with the general public, advocacy groups, customers and community organizations.

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

Position #41313-10-90-412-10-03 Page 2 of 4



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

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 37015-10-90-412-00-22
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor O 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 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,
supplemented by a related master's 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 to speak, read and write Spanish at a colloquial skill level.

SPECIALIZED SKILLS: Of the 1 year required experience, requires 1-year experience in the administration
and management of state or federal grant programs.

Knowledge, Skills, and Abilities
1. Requires the ability to analyze and evaluate programs and operations.
2. Requires the ability to utilize Microsoft Office Suite, (especially Microsoft Word, Excel and Outlook),
Adobe Acrobat Pro DC/ X, Sharepoint, and the Salesforce platform.
3. Requires the ability to prepare Procurement Business Cases (PBCs), Contract Adjustment and Approval
forms (CAAFs), contracts, contract amendments, and program payments.
4. Requires thorough knowledge of the immigrant and refugee community issues and state and federal
grant making and grant monitoring procedures.
5. Requires extensive knowledge of Integrated Eligibility System (IES), Consolidated Accounting &
Reporting System (CARS), the Procurement Business Case (PBC) Remedy System and the Community
Services Agreement (CSA) and Grants Tracking System.
6. Requires extensive knowledge of Governmental Accounting Transparency Act (GATA) guidelines.

20. CONDITIONS OF EMPLOYMENT

1. Requires possession of a valid driver’s license.
2. Requires the ability to travel.

Position #41313-10-90-412-10-03 Page 3 of 4
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1, POSITION TITLE WORKING TITLE (IF ANY) BLNGUAL [ POSTONTIEE | 5 POSITION NUMBER
TR —
isting Fowition ~ | ~— |41314-10-90-411-10-01
New/Revised Position
Social Service Program Planner IV 29 SS 41314-10-90-411-10-29
3. AGENCY 4. BUREAU/ DIVISION e T owore, T ift, [ eawos [ %05
Existing Position
New/Revised Position ' Division of Family and Community 0 o6 | 1 IR
Department of Human Services Services
10. SECTION 11. UNIT 72 TRANSACTION 13, EFFECTIVE DATE
Existing Position
1/16/21
New/Revised Position .
Burean of Immigrant and Refugee Services Contract Development and Billing E T O CHANGE
Rutan XMCU.’M POSITION NUMBER CHANGE
14. WORK LOCATICN 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC03: WORK COUNTY CHANGE
{1 MD021 ABOLISH
New/Revised Position 1 MC148 DOWNWARD REALLOCATION
Chicago/Cock County RC0O62 N | O MCI50 LATERAL REALLOCATION
= 7 MC158 UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Subject to management approval, serves as a specialized team member of the Bureau of Immigrant and
Refugee Services. Conceptualizes, designs, and implements the highly technical planning, analysis, and
coordination of relevant Immigrant Integration programs and Non-Profit Welcoming Center Programs and
other state and local human services impacting the refugee/immigrant populations through evaluative
analysis of services. Serves as liaison for the Bureau with the Immigrant Integration and Welcoming Center
providers. Manages contracts with providers to ensure that the refugee program goals and objectives are
met. Travels in the performance of duties. Communicates in Spanish to those individuals who do not read or
speak English.
SPECIFICALLY:

20% 1. Serves as a specialized team member of the Bureau of Immigrant and Refugee Services. Conceptualizes,
designs, and implements the highly technical planning, analysis, and coordination of relevant Immigrant
integration programs and Non-Profit Welcoming Center Programs and other state and local human services
impacting the refugee/immigrant populations through evaluative analysis of services.

20% 2. Serves as haison for the Bureau with the Immigrant Integration and Welcoming Center providers.
Correlates inter-team planning of Immigrant Services and Refugee Services and Non-Profit Welcoming
Center programs administered by the Bureau to ensure that populations are served, goals are met, and service
goals do not overlap. Provides general direction, assistance, coaching, and training when needed to providers.
Develops management standards and methodologies to achieve program goals. Follows and enforces Bureau
and Agency policies and regulations.

I5% 3. Translates functions/procedures into Spanish for individuals who cannot speak or read English, in contacts
with the general public, advocacy groups, customers and community organizations. Provides translation
services for the Division of Family and Community Services as needed.
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16. (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

10% 4. Executes actions necessary to meet annual goals and objectives. Assists in developing program plan,
budget, and scope of work for refugee and/or immigrant social services programs. Monitors budgetary needs,
coordinates budget preparation, and identifies areas of additional funding needs, requests and justifications
for the Bureau in conjunction with Department of Human Services (DHS) Budget Office. Follows
management standards and methodologies to achieve program goals. Follows company policies and
regulations. Reviews financial reports submitted by providers to ensure accuracy and consistency with
budget approved. Monitors and controls expenses within allotted budget.

10% 5. Assists in data compilation, uses information to analyze and document the effectiveness of the service
delivery system through Consolidated Accounting & Reporting System (CARS), the Procurement Business
Case {PBC) Remedy System, and the Community Services Agreement system (CSA).

10% 6. Develops reports, evaluation tools, and benchmarks. Reports on the work of the programs. Develops and
maintains program documentatton. Confers with administrators on policy analysis and development, makes
recommendations for revisions of policies and procedures relative to the refugee and immigrant social
services programs.

5% 7. Supports and works with data systems, including Refugee Health Assessment Program in [llinois
{ReHAPI), the Illinois Refugee Program Salesforce database, and Business Objects, that collect demographic
and service dalta to generate regular reports to federal funding sources, DHS and any other mandated entities
based on data received from refugee and immigrant social services programs. Reviews and provides
feedback on program reports provided by the service providers including but not limited to Trimester ORR-6
and ORR-5 federal reports and state monthly service data reports in SharePoint, Budgeting for Results, etc.
Analyzes program proposals and program objectives to determine successes or problem areas.

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.)

WORKING TITLE (IF ANY}

Public Service Administrator 37015-10-90-411-00-01

18. CHECK THE APPROFRIATE BOX IF THIS POSITION IS A:
[l SUPERVISOR OR  [J 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 Paosition Number No. of Incumbents or Funded Vacancies

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE CR 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 four years of college, supplemented by a
related master's degree. Requires two years of progressively responsible professional experience in community organization,
social service work or in program planning and development. Requires thorough knowledge of the Integrated Eligibility
System (IES), ReHAPI system, the CARS., the PBC Remedy System, Salesforce database system, SharePoint, the CSA and
Grants Tracking System, and Business Objects. Requires thorough knowledge of immigrant and refugee community issues
and state and federal grant making and grant monitoring procedures. Requires advanced technical ability in Microsoft Office
Suite (i.e. Microsoft Word, Excel, and Outlook), Adobe Acrobat Pro DC/X, and ability to learn and use a variety of software
products. Requires the ability to prepare PBCs, CAAFs, contracts, contract amendments, and program payments. Requires
ability to travel. Requires ability to speak, read and write Spanish at a colloguial skill level. Requires possession of a valid
driver’s license and requires the ability to travel.

SPECIALIZED SKILLS: Of the 2 years required experience, requires 1 year of experience in monitoring grantee
programs and fiscal performance and providing technical assistance and 1 year of experience establishing contracts under the
GATA guidelines.




ILLINOIS DEPARTMENT OF -
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE {iIF ANY) BLINGUAL { POSTIONTILE | 2 POSITION NUMBER

COBE SPTION CODE

Existing Position

New/Revised Position
Social Service Program Planner IV

41314-10-90-411-10-01

3. AGENCY 4. BUREAUY DIVISION seon Tl monk 1A | eavor | S0EE“E
Existing Position
New/Revised Position _ Division of Family and Community o lowl1lr | N
Depariment of Human Services Services
10. SECTION 11. UNIT 12. TRANSACTION 13 EFFECTIVE DATE
CODE
Existing Position
11/1/19
New/Revised Position C Devel 4 Billi B ESTAB
i i ontract Development and billin MAL2L ABLISH
Bureau of Immigrant and Refugee Services P g . ] MCO32 EXEMPT CODE CHANGE
Rutan | O MCC23 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exempl | ] MCG26 CLARIFY
E xisting Poswion [ MCD27 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CIIANGE
O MDO2L ABOLISH
Now Rovised Position EII MCI1$9 DOWNWARD REALLOCATION
icao/ . RCO62 : N MCIS0 LATERAL REALLOCATION
Chicago/Cook County O MC158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE GURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

20%

20%

15%

Subject to management approval, serves as a specialized team member of the Bureau of Immigrant and
Refugee Services. Conceptualizes, designs, and implements the highly technical planning, analysis, and
coordination of relevant Immigrant Integration programs and Non-Profit Welcoming Center Programs and
other state and local human services impacting the refugee/immigrant populations through evaluative
analysis of services. Serves as liaison for the Bureau with the Immigrant Integration and Welcoming Center
providers. Manages contracts with providers to ensure that the refugee program goals and objectives are
met. Travels in the performance of duties.

SPECIFICALLY:

1. Serves as a specialized team member of the Bureau of Immigrant and Refugee Services. Conceptualizes,
designs, and implements the highly technical planning, analysis, and coordination of relevant immigrant
integration programs and Non-Profit Welcoming Center Programs and other state and local human services
impacting the refugee/immigrant populations through evaluative analysis of services.

2. Serves as liaison for the Bureau with the Immigrant Integration and Welcoming Center providers.
Correlates inter-team planning of Immigrant Services and Refugee Services and Non-Profit Welcoming
Center programs administered by the Bureau to ensure that populations are served, goals are met, and service
goals do not overlap. Provides general direction, assistance, coaching, and training when needed to
providers. Develops management standards and methodologies to achieve program goals. Follows and
enforces Bureau and Agency policies and regulations.

3. Executes actions necessary to meet annual goals and objectives. Assists in developing program plan,
budgei, and scope of work for refugee andfor immigrant social services programs. Monitors budgetary needs,
coordinates budget preparation, and identifies areas of additional funding needs, requests and justifications
for the Bureau in conjunction with Department of Human Services (DHS) Budget Office. Follows
management standards and methodologies to achieve program goals. Follows company policies and
regulations. Reviews financial reports submitted by providers to ensure accuracy and consistency with
budget approved. Monitors and controls expenses within allotted budget.
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16, (CONTINUED)

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

10% 4. Assists in data compilation, uses information to analyze and document the effectiveness of the service
delivery system through Consolidated Accounting & Reporting System (CARS), the Procurement Business
Case (PBC) Remedy System, and the Community Services Agreement system (CSA).

10% 5. Develops reports, evaluation tools, and benchmarks. Reports on the work of the programs. Develops and
maintains program documentation. Confers with administrators on policy analysis and development, makes
recommendations for revisions of policies and procedures relative to the refugee and immigrant social
SErvices programs.

10% 6. Supports and works with data systems, including Refugee Health Assessment Program in lllinois

' (ReHAPI), the Illinois Refugee Program Salesforce database, and Business Objects, that collect demographic
and service data to generate regular reports to federal funding sources, DHS and any other mandated entities
based on data received from refugee and immigrant social services programs. Reviews and provides
feedback on program reports provided by the service providers including but not limited so Trimester ORR-6
and ORR-5 federal reports and state monthly service data reports in SharePoint, Budgeting for Results, etc.
Analyzes program proposals and program cbjectives to determine successes or problem arcas.

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing,
conducting and signing performance evalualions, effectively recommending and imposing disciplinary action and adjusling
grievances for the incumbent of this position.) .

WORKING TITLE {IF ANY)

Public Service Adminisirator 37015-10-90-411-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION 13 A;
LISUPERVISOR OR  [JLEAD 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 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,

Requires knowledge, skill and mental development equivalent to completion of four years of college, supplemented by a
related master's degree. Requires two years of progressively responsible professional experience in community organization,
social service work or in program planning and development. Requires advanced technical ability in Microsoft Office Suite
{i.e. Microsoft Word, Excel, and Qutlook), Adobe Acrobat Pro DC/X, and ability to learn and use a variety of software
products. Requires the ability to prepare PBCs, CAAFs, contracts, contract amendments, and program payments. ‘

SPECIALIZED SKILLS: Of the 2 years required experience, requires | year of experience in monitoring graniee
programs and fiscal performance and providing technical assistance and | year of experience establishing contracts under
the GATA guidelines. Requires thorough knowledge of the Integrated Eligibility System (IES), ReHAPI system, the CARS,
the PBC Remedy System, Salesforce database system, SharePoint, the CSA and Grants Tracking System, and Business
Objects. Requires thorough knowledge of immigrant and refugee community issues and state and federal grant making and
grant monitoring procedures. Requires possession of a valid driver’s license and requires the abilily to travel.




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

1. POSITION TITLE WORKING TITLE (IF ANY)  BILINGUAL - POSTIONTIEE 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

Social Services Career SS 41320-10-91-231-05-29
Trainee 29
5.
6.WORK | 7.A/ | 8.

3. AGENCY 4. BUREAU/DIVISION E)ér\gTE oy | e | e | CFFICEUES
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Family and Community Services 0 016 2 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT ComE S
EXISTING POSITION [0 MA021 ESTABLISH 09/01/22

1 MA022 EXEMPT CODE CHANGE

NEW/REVISED POSITION [J MC024 POSITION NUMBER CHANGE

Region 1 North Case Management MC026 CLARIFY
00 MC027 ADDITIONAL IDENTICAL
15. BARGAINING/TERM RUTAN
14. WORK LOCATION P Exempr | CHANGE
0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MD021 ABOLISH
0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [ MC150 LATERAL REALLOCATION
' RC062 N
Humboldt Park Office/Cook 00 MC158 UPWARD REALLOCATION
County
0,
T/‘I’MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
30% 1. Receiveson the job training for a period of six to twelve months to develop the knowledge,

understanding and practical skills needed to manage a public assistance caseload such as
Temporary Assistance to Needy Families (TANF) including earned income cases, Medical
Assistance No Grant (MANG) including Spenddown cases, Aid to the Aged, Blind and Disabled
(AABD), Group Care, Supplemental Nutritional Assistance Program (SNAP) or other such
cases
e Receivestraining in managing an increasing level of public assistance caseloads.
e Receivestraining to explain and interpret agency public assistance programs, policy and
eligibility requirements.
e Assists in performing periodic redetermination or re-certification of client eligibility for the
various public assistance programs.
e Receivestraining to determine grant amounts, identify and complete necessary referral
on possible fraudulent cases.
e Receivestraining to compute client’s income and allowable expenditure and to
determine overpayment and initiate recovery action.
e Communicates with customers and other DHS staff in both verbal and written form.

Position # 41320-10-91-231-05-29 Page 1 of 3



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

% OF

TIME

30% 2. Informsclients of the changes in the State’s Welfare Programs, work incentive programs, child
support services and encourages client participation in these programs.

e Contacts community service organizations to obtain information on the possibility of
customer participation in available work and educational opportunities and refers
interested customers to appropriate work incentive programs.

15% 3. Receivestraining in managing earned income cases and in determining continued eligibility for
TANF.

e Receivestraining to manage MANG Spenddown cases and reviews medical bills to
determine date of medical service amount and coverage of billing and to determine if
there is to be continued eligibility for payment of medical services.

o Receivestraining to manage Group Care cases and determine if group care client or
spouse has reached or exceeded the amount of assets and income allowed before
being eligible for public assistance.

10% 4. Translates functions/procedures into Spanish for individuals who cannot speak or read English,
with the general public, advocacy groups, customers and community organizations.
5% 5. Evaluates requests and identifies special needs of client for referral to appropriate services.

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Receivestraining to determine changes in status, calculates amount of assistance and
responds to various inquiries from clients regarding their case.

5% 6. Receivestraining in records and updating case status changes, such as, change in address,
unit composition and number, budget computation, SNAP and medical eligibility .

e Receivestraining to perform routine clearances to verify customer eligibility.

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

. . - Family and Community Resource
Public Service Administrator 37015-10-91-231-00-29 Center Administrator

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[0 Supervisor [ 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 Incumbents or Funded Vacancies

Position # 41320-10-91-231-05-29 Page 2 of 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 LONGERBE USED.
Minimum Qualifications

1. Requires a bachelor's degree in anthropology, psychology, sociology, social welfare, or equivalent

educational attainment in a related field of the social sciences.
2. Requires the ability to speak, read and write Spanish at a colloquial skill level.

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to understand and follow oral and written instructions.
2. Requires the ability to communicate effectively in verbal and written form.

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 Division of Family & Community Services is seeking to hire an energetic and detail-oriented Social Services
Career Trainee to receive on the job training for a period of six to twelve months in receiving and assisting
customers seeking public assistance services available through Department of Human Services (DHS)
programs in the Humboldt Park office. This position will develop the knowledge, understanding and practical
skills needed to manage a public assistance caseload such as Temporary Assistance to Needy Families (TANF)
including earned income cases, Medical Assistance No Grant (MANG) including Spenddown cases, Aid to the
Aged, Blind and Disabled (AABD), Group Care, Supplemental Nutrition Assistance Program (SNAP) or other
such cases. This position also informs clients of the changes in the State’s Welfare Programs, work incentive
programs, child support services and encourages client participation in these programs; receives training in
managing earned income cases and in determining continued eligibility for TANF; evaluates requests and
identifies special needs of client for referral to appropriate services; and receives training in records and
updating case status changes, such as change in address, unit composition and number, budget computation,
SNAP and medical eligibility. The Division helps lllinois residents by connecting them with many programs and
services. Through our programs, services and prevention efforts, the Division improves the health and well-
being of individuals and promotes self-sufficiency and integrity of families of lllinois.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD

SIGNATURE SIGNATURE SIGNATURE DATE

9/16/22 9/13/22
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY)  BILINGUAL - POSTIONTIEE 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

Social Services Career SS 41320-10-91-231-05-29
Trainee 29
5.
6.WORK | 7.A/ | 8.

3. AGENCY 4. BUREAU/DIVISION E)ér\gTE oy | e | e | CFFICEUES
EXISTING POSITION
NEW/REVISED POSITION
Department of Human Family and Community Services 0 016 2 R
Services

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT ComE S
EXISTING POSITION [0 MA021 ESTABLISH 09/01/22

1 MA022 EXEMPT CODE CHANGE

NEW/REVISED POSITION [J MC024 POSITION NUMBER CHANGE

Region 1 North Case Management MC026 CLARIFY

1 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION CODE Exemsy | CHANGE

(1 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MDO21 ABOLISH

(] MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [0 MC150 LATERAL REALLOCATION
Humboldt Park Office/ RC062 N
Cook County [J MC158 UPWARD REALLOCATION
1)
T/‘I’MOEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30% 1. Receiveson the job training for a period of six to twelve months to develop the knowledge,
understanding and practical skills needed to manage a public assistance caseload such as
Temporary Assistance to Needy Families (TANF) including earned income cases, Medical
Assistance No Grant (MANG) including Spenddown cases, Aid to the Aged, Blind and Disabled
(AABD), Group Care, Supplemental Nutritional Assistance Program (SNAP) or other such
cases

e Receivestraining in managing an increasing level of public assistance caseloads.

e Receivestraining to explain and interpret agency public assistance programs, policy and
eligibility requirements.

e Assists in performing periodic redetermination or re-certification of client eligibility for the
various public assistance programs.

e Receivestraining to determine grant amounts, identify and complete necessary referral
on possible fraudulent cases.

e Receivestraining to compute client’s income and allowable expenditure and to
determine overpayment and initiate recovery action.

e Communicates with customers and other DHS staff in both verbal and written form.

Position # 41320-10-91-231-05-29 Page 1 of 3



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

% OF

TIME

30% 2. Informsclients of the changes in the State’s Welfare Programs, work incentive programs, child
support services and encourages client participation in these programs.

e Contacts community service organizations to obtain information on the possibility of
customer participation in available work and educational opportunities and refers
interested customers to appropriate work incentive programs.

15% 3. Receivestraining in managing earned income cases and in determining continued eligibility for
TANF.

e Receivestraining to manage MANG Spenddown cases and reviews medical bills to
determine date of medical service amount and coverage of billing and to determine if
there is to be continued eligibility for payment of medical services.

o Receivestraining to manage Group Care cases and determine if group care client or
spouse has reached or exceeded the amount of assets and income allowed before
being eligible for public assistance.

10% 4. Translates functions/procedures into Spanish for individuals who cannot speak or read English,
with the general public, advocacy groups, customers and community organizations.
5% 5. Evaluates requests and identifies special needs of client for referral to appropriate services.

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

e Receivestraining to determine changes in status, calculates amount of assistance and
responds to various inquiries from clients regarding their case.

5% 6. Receivestraining in records and updating case status changes, such as, change in address,
unit composition and number, budget computation, SNAP and medical eligibility .

e Receivestraining to perform routine clearances to verify customer eligibility.

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

. . - Family and Community Resource
Public Service Administrator 37015-10-91-231-00-29 Center Administrator

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[0 Supervisor [ 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 Incumbents or Funded Vacancies

Position # 41320-10-91-231-05-29 Page 2 of 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 LONGERBE USED.
Minimum Qualifications

1. Requires a bachelor's degree in anthropology, psychology, sociology, social welfare, or equivalent

educational attainment in a related field of the social sciences.
2. Requires the ability to speak, read and write Spanish at a colloquial skill level.

20. CONDITIONS OF EMPLOYMENT
1. N/A

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

Under direct supervision, receives on the job training for a period of six to twelve months to develop the
knowledge, understanding and practical skills needed to manage a public assistance caseload such as
Temporary Assistance to Needy Families (TANF) including earned income cases, Medical Assistance No
Grant (MANG) including Spenddown cases, Aid to the Aged, Blind and Disabled (AABD), Group Care,
Supplemental Nutritional Assistance Program (SNAP) or other such cases; receives training to explain work
incentive programs and to encourage client participation; receives training to assist client in resolving problems
that interfere with work or educational opportunities. Communicates with customers and other Department of
Human Services (DHS) staff in both verbal and written form. Performs functions requiring interaction with clients
which regularly involve translating for Spanish speaking individuals.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable accessto social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD
SIGNATURE SIGNATURE SIGNATURE

DATE

9/12/22 o/6/22
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE
EXISTING POSITION

NEW/REVISED POSITION
Social Worker Il

3. AGENCY
EXISTING POSITION

NEW/REVISED POSITION

Department of Human
Services

10. SECTION
EXISTING POSITION

Adult Forensic Treatment

Program
NEW/REVISED POSITION

Elgin Mental Health Center

CMS-104
POSITION DESCRIPTION

WORKING TITLE (IF BILINGUAL  POSITION TITLE
ANY) CODE oPTION CoDE 2- POSITION NUMBER
29 SS 41412-10-81-210-20-89
5
¢ 6.WORK 7.A/ 8.
4, BUREAU/DIVISION (E})ggé COUNTY AUTH AupiT 9 OFFICE USE
Division of Mental Health 0 045 2 R

11. UNIT

Forensic Treatment Program/Unfit to
Stand Trial

12. TRANSACTION 13. EFFECTIVE

CODE DATE
J MA021
ESTABLISH 1/1/2022

0 MA022 EXEMPT CODE CHANGE

[0 MC024 POSITION NUMBER CHANGE
X MC026 CLARIFY

14. WORK LOCATION 15. BARGAINING/TERM E;Jgax:T 0 MC027 ADDITIONAL IDENTICAL CHANGE
CODE [J MC028 WORK COUNTY CHANGE
EXISTING POSITION (] MDO021 ABOLISH
0 MC149 DOWNWARD REALLOCATION
g [J MC150 LATERAL REALLOCATION
Elgin/Kane County RC063 N 0 MC158 UPWARD REALLOCATION
;{TSEF 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
35% 1. Administers professional social work services involving managing a caseload of patients with
mental iliness and other conditions.

e Interviews patients, family and significant others to obtain pertinent psycho-social data
for problem identification, evaluation and development of treatment plan goals and
objectives.

e Evaluates and interprets compiled assessment material to facilitate treatment planning
conferences with other members of the inter-disciplinary team.

e Reviews and evaluates documentation in case file to determine course of treatment.

e Translates/communicates functions/procedures into Spanish for individuals who cannot
speak or read English, in contacts with the general public, advocacy groups, customers
and community organizations.

30% 2. Determines and develops sources of information and services to facilitate patient treatment.

e Evaluates clinical problems of patients.
* Reviews and verifies social assessment information is complete and accurate.
e Updates information and presents changes at treatment team meetings.

ECEIvLC)
MR ) & 2022
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ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

% OF

TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Interacts with families and community providers to coordinate services to promote
understanding, cooperation and participation in active treatment and other clinical
services.

Conducts audits and peer reviews.

20% 3. Develops and implements treatment strategies and conducts active
treatment/psychoeducational interventions/groups, conducts patient and family counseling
sessions.

Assesses responses to therapeutic sessions and documents the response to treatment
according to professional standards and EMHC policies.

Answers questions and concerns about treatment and goals.

Orients and explains the course of treatment and goals.

Motivates and encourages the patient toward achieving active treatment goals.
Participates in patient management interventions that may include participating in
restraint interventions that require the physical hold of a patient or managing the milieu
during a crisis event.

Stoops, bends, lifts or exerts up to 20 pounds of force in performance of job duties.

5% 4. Works as a member of a social service team providing coverage and participates in utilization
reviews/peer reviews.

As a part of an interdisciplinary team, identifies options for best practice and active
treatment interventions.

Assists patients in identifying behavior leading to restraint/seclusion and utilizing
preferences, fears, etc., in lieu of restraint/seclusion.

5% 5. Engages with Community Providers Services for future placement based on the needs of
patients.

Assists patients in completing forms for financial assistance (Medicaid, Social Security,
Medicare).

Completes discharge summaries.
Develops relapse prevention planning.
Develops plans for follow-up services after discharge.

5% 6. 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 37015-10-81-710-20-21 ' Associate Director of Social Work
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

O Supervisor [ Lead Worker

Position Title
N/A

Position # 41412-10-81-210-20-89

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 Number No. of Incumbents or Funded Vacancies

Page 2 of 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.
Minimum Qualifications
1. Requires a master's degree in social work from a recognized college or university supplemented by one
year of professional social work experience in the evaluation and treatment/habilitation of intellectually
and developmentally disabled, or other disabled patients.
2. This class is included as an Upward Mobility Program credential title.
3. Requires the ability to speak, read and write Spanish at a colloquial skill level.
Knowledge, Skills, and Abilities
1. Prefers licensure as a Social Worker by the Department of Professional Regulations.

20. CONDITIONS OF EMPLOYMENT

1. Requires the ability to walk and stand for a significant period of time, including stooping, bending, lifting
or exerting up to 20 pounds of force occasionally.
21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-
encompassing or to address all responsibilities of the position.
Under general supervision, administers professional social work services involving managing a caseload of
patients with mental iliness and other conditions; determines and develops sources of information and services
to facilitate patient treatment. Interviews patients, family and significant others to obtain pertinent psychosocial |
data for problems identification, evaluation and development of treatment goals and objectives. Communicates |
in Spanish to those individuals who do not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR AGENCY HEAD DATE
SIGNATU SIGNATURE SIGNATURE

3@(4// EW (Q/% 7 ’/{/ m@%&m 3/15/22
ze
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CMS

i

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

EXISTING POSITION ™

“NEW/REVISED POSITION

Department of Human
 Services
10. SECTION

”EXISTING POSITION

4in fNental ﬂu(“«
QMW

"NEWIREVISED POSITION

. Aduﬁt Fo.enmc Treatment '
rogram 7

14. WORK LOCATION

o< e o e - o s S,

Division of Mental Health

JRPUYUUURUHUSSUUINSSIN FN—

1. UNET

e i oo

_ Stand Trail

Position # 41412-10-81-210-20-89

15. BARGAINING/TERM

16. COMPLETE CURHENT AND ACCURATE STATEMENT OF POSETION ESSENTIAL FUNCTIONS

|

CODE
"EXISTING POSITION o T
Elgin
e
vEIgln/Kane County _1RCO63
% OF \ A
_TIME oo e e
35%
complex emotional and psychosocial disorders.
objectives.
community organizations.
30%

(CODE _ |

0 R B i st i 8

Forensic Treatment Program/Unfit to
RUTAN
EXEMPT

1. Administers professuonal social work services involving ) the appllcatlon of social work pnnmptes
and techniques in the evaluation, problem identification and treatment of adults manifesting

s Manages a caseload of patients with intellectual disabilities.
¢ Interviews patients, family and significant others to obtain pertinent psycho- -social data
for problem identification, evaluation and development of treatment goals and

CMS-104
POSITION DESCRIPTION

e

T T T T T WORKING TITLE (IF U BILINGUAL | POSITIONTITLE 5 pa
1. POSITION TITLEW ANY) iy GPTION GODE | 2. POSITION NUMBER
SRR CANY) . _OPTION GC . o]

_Social Workerll 1 29 88 | 41412-10-81-210-20-89
, . )
' 3. AGENCY 4, BUREAUID!VISION exmt & WORK 7.M1 8. 9. OFFICE USE

COUNTY AUTH AUDIT

RS

045 2 R

m“m,ﬂg_ S 1

]
|
|

A —

£ MC024 POSITION NUMBER CHANGE

T O MC027 ADDITIONAL IDENTICAL CHANGE
i [ MC028 WORK COUNTY CHANGE

12 TRANSACTION 13. EFFECTIVE

CODE ...

N DATE i
- [ mA021 '
' ESTABLISH 09/01/2021

0 MA022 EXEMPT CODE CHANGE i

. X MC026 CLARIFY

. C1MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION
| [ MC150 LATERAL REALLOCATION
|:| MC158 UPWARD REALLOCATION

wlh

R

« Evaluates and interprets compiled assessment materials to facilitate treatment planning
- conferences with other members of the multi-disciplinary team.
» Reviews and evaluates documentation in case file to determine course of treatment.
« Translates functions/procedures into Spanish for individuals who cannot speak or read
English, in contacts with the general public, advocacy groups, customers and

e Communicates in Spanish to those individuals who do not read or speak English.

2. Determines and develops sources of information and services to facilitate patient t treatment.
_* Evaluates clinical problems of patients. .

Page 1 of 3




C M S ILLINOIS DEPARTMENT OF CMS-104

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
[%OF s, COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
S » Reviews social histories taken at admlséigﬁmtgmzemy information is complete and
accurate.

Updates information and presents changes at treatment team meetings. I
Interacts with families and community providers to coordinate services to promote
understanding, cooperation and participation in rehabilitation services and care.
ko ® Conducts audits and peer reviews,
20% 3. Develops and |mplements treatment strategies and conducts treatment/psychoeducational
groups, conducts patient and family counseling sessions.
* Assesses responses {0 sessions and documents therapeutic responses according to
professional standards and policies.
Answers guestions and concerns about treatment and goals. |
Orients and explains the course of treatment and goals. f
Motivates and encourages the patient toward achieving treatment and service goals.
Participates in patient management interventions that may include participating in
restraint interventions that require the physical hold of a patient or managing the milieu
during a crisis event.
* Stoops, bends, lifts or exerts up to 20 pounds of force in performance of job duties.
5% ‘4. As part of a treatment team, identifies options for best practice treatment interventions in lieuof
restraint/seclusion.
¢ Assists patients in identifying behavior leading to restraint/seclusion and in utilizing
behavior modifications to avoid such treatment options.
» .. Gathers information from patients about treatment preferences, fears, efc.
{ 5. ‘Evaluates community provider services for future placement based on the needs of patients.
: ¢ Assists patients in completing forms for public aid assistance, Social Security, Medicare,
! etc.
i ¢ Completes discharge summaries.
SR . * Develops plans for follow-up services after discharge. o
5% 6. Performs other duties as required or assigned which are reasonably within the scope of the
J duties enumerated above.
TION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Fiesponsrble for. ass:gnmg and rewewmg '
work preparing, conducting and signing performance evaluations; effectively recommending and imposing
i disciplinary action and adjusting grievances for the incumbent of this position.)
WORKING TITLE (IF ANY}
Publlc Serwce Admmlstrator 37015 10-81- 7_10 20-21 | Associate Director of Social Work J

18 CHECK THE APPHOPHIATE BOX IF THIS POSITION IS A:

: e
|

|
O Supervisor 0O Lead Worker i

5%

e e

- NOTE: Supervisory 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
subordlnate incumbents or authorized funded headcount.

‘ Position Title S F’os;tlon Number e No of Incumbents or Funded Vacanmes )
 N/A

s st it aash e w as Aw e w - e . — B T PR —
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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.
Minimum Qualifications

1. Requires a master's degree in social work from a recognized college or university supplemented by one

year of professional social work experience in the evaluation and treatment/habilitation of intellectually
and developmentally disabled, or other disabled patients.

2. This class is included as an Upward Mobility Program credential title.

3. Requires the ability to speak, read and write Spanish at a colloquial skill level.
Knowledge, Skills, and Abilities
. 1. Prefers licensure as a Social Worker by the Department of Professional Regulations. _
LZO. CONDITIONS OF EMPLOYMENT o 4
1. Requires ability to walk and stand for a significant period of time, including stooping, bending, lifting or
_......Bxerting up to 20 pounds of force occasionally. ... ... e e et
21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all- )
encompassing or to address all responsibilities of the position. i e e
Under general supervision, administers professional social work services involving the application of social work
principles and techniques in the evaluation, problem identification and treatment of adults manifesting complex
emotional and psychosacial disorders. Determines and develops sources of information and services to facilitate
| patient treatment. Communicates in Spanish to those individuals who do not read or speak English. “

| 22. ABOUT THE AGENCY/BUREAU/PROGRAM T e

i
f
i
!
:
!

 d

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing :
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve. .
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and I

‘DIREGTOROF CMS "~ "TIMMEDIATE SUPERVISOR ' AGENCY HEAD | DATE
SIGNATURE ey SIGNATURE . vy SIGNATURE ——

Pl [ phdiln e

LS

PRI
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AN ] ILLINOIS DEPARTMENT OF PERSONNEL A -
' o * ) ' Si)ringfield, Hlinpis 62706 \A{’T’jJ

POSITION-DESCRIPTION

Thz purpose of this form is 10 descnbe the duties, responsnbllmes und dectsian order, supervisory and communicative activities, guidelines
and creativity applicable to @ particular work role. The position description narrative serting farth the work role should be ranked from the
mos! important work’ucnwty in descendmg order. Skllls,‘knowledges and work experiences must follow the descrlpflon of tha‘ work role.
This form is-olso used to effect positioh acticns. ~ .. : : -

-

L. N N e 7 PR h -

T 10 POSITION TITLE - RS R P2 msmou’ﬂuﬂaea
FROM R B s ] ] . P [ _
TO \,(_3
Supervising Social Worker I 43671-22-38-30~
R ~3.CAGENCY . .- 1 4 olviSiON SR |° BN aA e f 8. averr] 9. - OFfiES Use i
FROM
TO R - - R
DME/DD: - IMRY . 0_1016 | N —
PR AT TN, SECTION,  ope bt 4 AR UMIT ov o rc 112 Tropssetion Cede |13 Effective Date
FROM .
_ it N () Mao21 ESTABLISH \]_'P'O]'-B,f__
] [(IMcoz22 EXEMPT CODE CHANGE
Adu__lt Se?-'_Vices_ —— .Jices [ Mcoza POSITION NO. CHANGE
:‘4: WORK:LOCATION. : " NG CODE A MCoz6 CLARIFY
D MC027 ADDITIONAL IDENTICAL CHANGE
— [[IMCo28 WORK COUNTY CHANGE
MDOZ1 ABOLISH
1601 w, Taylor, Chicago -

; “OF POSITION DUTIES'AND RESPONSIBILITIES -
lef, assists in administering and coordinating a
comprehensive social service program for the adult patients on the unit; supervises

students (non-payroll) and lower level professional staff; provides primary services
for Spanish speaking patients,

1, Supervises the activities of all lower level social workers on the unit,

15

2, Performs complex individual, group and famlily treatment of patients and their

families, 20

3. Assists the Director of the Affective Disorders Clinic with the management of
that clinic. This clinic treats outpatients suffering from manic-depressive and
schizo-affective illness, and serves as a basis for the study and research of these
disorders,

10

4. Directs and administers the social work services program on the unit, 05
5. Provides primary therapy for patients who speak only Spanish; supervises
primary therapists for 8 East patients who speak only Spanish; provides family
therapy and counselling to significant staff involved with 8 East patients who
speak only Spanish, 15
6. Supervises second year graduate students of Social Work from one of the local
universities; instructs and teaches techniques used in individual, group and family
treatment to first year psychiatric residents, medical studgnts and students of
other disciplines, 20
7. Supervises staff involved in initial evaluations, and/or direct' initial
evaluation of prospective patients, and selection of appropriate patients for
admission to the unit,

10

NCY HEAD 51 ATURE AGENCY BUDGETARY (OPTIONAL} DIRECTOR OF PERSONNEL SIGNATURE
¢1zU“d4UL iﬁ ;7 : a »é%f' 4// /
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Cfl‘/ls ILLINOIS DEPARTMENT OF p o
CENTRAL MANAGEMENT SERVICES OSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE {IF ANY) BILING [ POSTIONTITLE 1 2. POSITION NUMBER |
CODE
Existing Position
41771-10-43-380-11-20
New/Revised Position
Staff Development Specialist | 20 MC 41771-10-43-010-00-20
3. AGENCY 4. BUREAU/ DIVISION SEML | 6 WoR | md | savos | POEETT
Exsting Pogsition |
‘\,_v New/Revised Position . eier es .
' Department of Human Services Division of Rehabilitation Services 0 069 | N R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position Admission and Records/Special 6-16-15
Projects
New/Revised Position '
P MAO21 ESTABLISH
llinois School for the Deaf Outreach 8 MC022 E?(EMPT CODE GHANGE
Rutan | B3 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MDO21 ABOLISH
New/Revised Dosition RCOB2 O MC149 DOWNWARD REALLOCATION
. N [0 MC150 LATERAL REALLOCATION
Jacksonville [0 MC158 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision of the Director of Qutreach, serves as the Outreach Coordinator. Plans, develops
and evaluates specialized training in American Sign Language. Plans, develops and evaluates training
modules on issues associated with hearing loss. Plans, organizes and provides training to ISD staff, public
schools, parents and other entities who work with students who are deaf or hard of hearing in lllinois. Plans,
organizes, develops and executes the annual parent conferences, parent network meetings and statewide
conferences. Prepares instructional materials, training curricula, course outlines, and evaluation measures.

SPECIFICALLY:

25% 1. Serves as coordinator for the Qutreach program, plans, develops and coordinates training schedule.
Plans, organizes, develops and executes annual parent conferences, parent network meetings and two day
statewide conference for educators, support staff, educational interpreters, parents and other entities who
work with children who are deaf or hard of hearing.

25% 2. Provides training to residential, school and support staff in Crisis Prevention Intervention (CPI) and
residential care duties; provides training in CPI and on issues associated with hearing loss. Conducts sign
language and effective communication skills training for identified staff on a regular and on-going basis.
Evaluates staff progress in training and provides reports of progress to school administrators.

25% . 3. Develops the training curriculum for instructing professional and paraprofessional staff in American Sign
Language and effective communication skills. Prepares training schedules, agendas, instructional materials,
audio-visual presentations, and course outlines.

10% 4. In conjunction with the Supervisor, arranges schedules for provision of training for different shifts of ISD
staff. In concert with other school administrators, identifies time frames, participants and length of program.

10% 5. Updates and revises agenda and training to best suit the needs and adapt to the progress made by
participants. Serves as liaison with school staff to determine the appropriateness of training and training
priorities. “

5% 8. Performs other duties as assigres-akraql ich are reasonably within the scope of duties enumerated
above. B :
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CMS LLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (I ANY) | baoon TTEeTRe i

TR0 COCE

2. POSITION NUMBER

Existing Positien

New/Revised Position
Support Service Lead

20

MC

44225-10-43-300-00-20

3. AGENCY

4. BUREAU! DIVISION

SR T L WORE | 7 Al : o OFFRE
cong COUNTY | AuTH | BAUEY usE

Existing Position

New/Revised Position
Department of Human Services

Division of Rehabilitation Services

0 069 | N R

10. SECTION 11, YNIT 12. TRANSACTION 13 EFFECTIVE DATE
CODE
Existing Position
0g/01/17
New/Revised Position S o . 0 1SH
P unport Operations MAD2L ESTABLIS
[llinois School for the Deaf PP p (3 w022 EXEMPT CODE CHANGE
Rtan | (] MC024 POSITION NUMBER CHANGE
14, WORK LOCATION 15, BARGAINING/TERM CODE fasmpt | B MCOI6 CLARIFY
Evistinz Postion 7 MC027 ADOITIONAL IDINTICA] CHANGE
O MCO28 WORK COUNTY CHARNGE
{3 MDG21 ABOLISH
Now Revised Posnon O M8 DOWNWARD REALLOUATHIN
Jacksonville RCO09 N [ MC159 LATERAL REALLQUATION
¢ 1 MCISS UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

No change in duties or responsibilities as previously stated. Change in supervisor’s number only.
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16. (CONTINUED) —
%OF TIME__ [ 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSIION ESSENTIAL FUNCTIONS (Continued)

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

WORKING TITLE (IF ANY) |
Public Service Administrator 37015-10-43-500-00-20

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[JSUPERVISOR OR  [X 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 litle, position number, and number of subordinate incumbents or authorized funded

headcount:
Pasition Title Position Number No. of Incumbents or Funded Vacancias
Support Service Worker 44238-10-43-500-42.01 1
Support Service Worker 44238-10-43-500-41-01 8 |

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 supplemented by one year \
experience in housekeeping in a residential facility. Requires thorough knowledge of methods and procedures. Requires |
the ability to communicate in sign language at an intermediate level.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE

WORKING TITLE (IF ANY)

BUNGUAL |
CODE

[“PGSITION T

POSITION DESCRIPTION

ORTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position

Switchboard Operator 1 AGl S, | 44411-10-91-401-82-29
z;AGENCY 4. BUREAU DIVISION gl AT
isting Positi . . . . :
Hngrestien Div. of Family and Community Services
New/Ravised Position . . .
Department of Human Services Family & Community Services 0 joI6 | Y| R
10. SECTION 11, UNIT ézcg"gms;\cmu 13, EFFECTIVE DATE
Existing Position
07/02/18
NawRevised Position cl |
: eri [0 MAG21 ESTABLISH
Region | North nea [ MC022 EXEMPT CODE CHANGE
Rutan | [] MCO24 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exempt | 0 MCO26 CLARIFY
Exisiing Position [ MC027 ADDITIONAL IDENTICAL CHANGE
MCO028 WORK COUNTY CHANGE
Western Office, Cook County 8 MDO21 ABOLISH
New/Revised Position RCO14 N 8 MC148 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Ogden Office, Cook County C £1_MC158 UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITlON ESSENTIAL FUNCTIONS
No change in duties and responsibilities as previously stated. Change in work location only.
DIRECTOR OF CMS SIGNATURE lMMEDIATE SUPERVISOR SIGNATURE | AGENCY HEAD 5 RE DATE
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16, (CONTINUED) - - .
% és FVE | 16 COVMPLETE GURRENT AND AGCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Canlinued)

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

griavances for the incumbent of this position.)

WORKING TITLE (IF ANY)

Executivel  13851-10-91-401-80-01 Office Manager
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

I SUPERVISOR  OR  [] LEAD WORKER

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

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

headcount:
Position Title Pasition Number No. of Incumbents or Funded Vacancies

N/A

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 four years of high school; requires working

knowledge of switchboard operations and telephone etiquette. Requires elementary knowledge of public relations. Requires
ability to communicate effectvvive[ly in Spanish at a colloquial level. Qualifyipg StAte emwloyee S ik the
omplogee vpward mpb; ('\\_/ f‘/‘Dj‘Y‘th Yrvay; Comnp lete Coin bprratio o
% ERI ! h rna oﬂs DFS\ CIF[C_
| Proficienct YeSTS and Sraining pregren’s leading 1p a  cerhFitate SF phoFicienty)
In lieu of The StAted reguivements Tor Yhis Clacsif cation.
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( ‘1\/ S ILLINOIS DEPARTMENT OF IT10 SCRIPTION
= 1¥. 3 CENTRAL MANAGEMENT SERVICES POS N DESCRIPTIO
1. PGSITION TITLE WORKING TITLE {IF ANY) BLINGUAL T POSTONTIE T 2, POSITION NUMBER
Existing Positi
g rosten 44413-10-91-133-82-01
New/Revised Position
Switchboard Operator ill 1o aa 44413-10-91-133-82-29
3. AGENCY 4. BUREAU/ DIVISION somr | owork [ AL | savor | % 0REE
Existing Position
New/Revised Positi R . .
Sgp:'rstmeo:tmgf Human Services Family & Community Services 0 016 | N R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position '
09/16/15
New/Revised Position
. [0 MAO21 ESTABLISH
Region 1 North F1 MC022 EXEMPT CODE CHANGE
Rutan | I MCO24 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | ] MC026 GLARIFY
Existing Position [0 mMC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
[} MD021 ABGLISH
New/Revised Position RCO14 [T MC149 DOWNWARD REALLOCATION
. 01 N [J MC150 LATERAL REALLOCATION
Northern Office, Cook County [ MC158 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

English.
SPECIFICALLY:

Under direction, supervises the operation of a centralized switchboard; maintains clerical records; establishes
training sessions for new and alternate operators; responds to and resolves difficult calls; evaluates work
performance of subordinates. Communicates in Spanish to those individuals who do not read or speak

35% 1. Serves as a working supervisor; assigns and reviews work; provides guidance and training to assigned

staff, counsels staff regarding work performance; reassigns staff to meet day-to-day operating needs;
establishes annual goals and objectives; approves time off; prepares and signs performance evaluations.

30% 2. Responds to difficult calls and other problems subordinates cannot resolve; reads casework assignment

log and refers clients to appropriate case worker; advises staff concerning current policies regarding personal
calls and long distance calls; operates switchboard.

20% 3. Orders supplies, maintains record of long distance and suburban calls and verifies monthly telephone

charges; serves as liaison to Business Services for phone repair work and general inquiries.

10% 4. Translates functions/procedures into Spanish for individuals who cannot speak or read English, in contacts

with the general public, advocacy groups, customers and community organizations.

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

enumerated above.

—
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16. (CONTINUED)
% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSEN:I'IAL FUNCTIONS (Continued) T

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.)

WORKING TITLE (IF ANY)

Office Administrator Il 29993-10-91-133-82-01
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

XI WORKING SUPERVISOR  OR  [J 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 Incumbents or Funded Vacancies
Switchboard Operator | 44411-10-91-133-82-01 1
Switchboard Operator | 44411-10-91-133-82-29 1
Switchboard Operator | 44411-10-91-133-82-25 1

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

Requires knowledge, skill and mental development equivalent to the completion of four years of high school. Requires two

years experience as a telephone operator; requires extensive knowledge of switchboard operations; requires working

knowledge of supervisory techniques; requires the ability to train and supervise new operators in all phases of switchboard

work. Requires ability to speak, read and write Spanish at a colloquial skill level.




ILLINOIS DEPARTMENT OF
C M S CENTRAL MANAGEMENT SERVICES

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) Bl oA O O abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

. Volunteer Program
Volunteer Services 9

Coordinator

Coordinator 3 29
5.
3. AGENCY 4. BUREAU/DIVISION EXMT
CODE
EXISTING POSITION
NEW/REVISED POSITION Divisi  Eamil g
ivision of Family an
Depa_lrtment of Human Community Services 0
Services
10. SECTION 11. UNIT
EXISTING POSITION

NEW/REVISED POSITION

Office of Community and Bureau of Volunteerism and
Positive Youth Development Community Services

15. BARGAINING/TERM RUTAN
14. WORK LOCATION CODE EXEMPT

EXISTING POSITION

NEW/REVISED POSITION

SS 48483-10-90-337-20-29

6. WORK 7.A/ 8.

COUNTY AUTH AupIT 9 OFFICEUSE
016 1 R
12. TRANSACTION 13. EFFECTIVE
CODE DATE
MAO021
ESTABLISH an/zz

[0 MA022 EXEMPT CODE CHANGE
] MC024 POSITION NUMBER CHANGE

(] MC026 CLARIFY

L1 MC027 ADDITIONAL IDENTICAL CHANGE
1 MC028 WORK COUNTY CHANGE

1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

[0 MC150 LATERAL REALLOCATION

. RC062 N
Chicago/Cook County 0 MC158 UPWARD REALLOCATION
?ﬁ,\%'; 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
25% 1. Serves as the Volunteer Program Coordinator and performs professional consultative and

coordinative functions for the volunteerism programs in the Cook and Northern lllinois regions.

e Consults and advises local governments and communities regarding the organization,
development and integration of volunteer resources who meet the goals of the AmeriCorps

and state volunteer programs.

e Develops and maintains policies and procedures for the efficient and effective utilization of
resources for the programs that promote national service and use volunteers.

25% 2. Assists in developing volunteer resources by organizing and scheduling workshops and training.

e Conducts volunteer and volunteer management training, workshops, and conferences for

volunteer service programs.

e Provides articles and input into newsletters for wide distribution among volunteer agencies.
e Develops, conducts, and analyzes surveys of-volunteer resources, experiences, and

recruitment.

Position # 48483-10-90-337-20-29

Page 1 of 4



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

e Creates and provides materials for volunteers and community leaders

15% 3. Establishes and maintains effective working relationships with community leadersin the assigned
geographical area to recruit, plan and utilize community volunteer resources.

e Develops and provides training materials for volunteers and community leaders.

10% 4. Travels to plan and conduct special events such as Governor’s Volunteer Service Awards,
National Service Projects, etc. for volunteer programs.

e Coordinates and participates at volunteer fairs and special events in local communities.
e Develops and promotes publications for special events.

10% 5. Assists in development of policies, regulations, methods, and standards for volunteer services
programs.

e Provides input and assists with the collection and reporting of data for activities planned
and/or supported by Serve lllinois that will be used for evaluating achievements, goals
and objectives of programs and initiatives.

e Utilizes Microsoft Suites in drafting reports, plans and presentations.

10% 6. Translates materials/procedures into Spanish for individuals who cannot speak, read, or write
English, in contacts with the public, volunteers, and community organizations.

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

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

WORKING TITLE (IF ANY)

Public Service Administrator 37015-10-90-337-20-01 Volunteer Program Manager
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

[J Supervisor [ 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 Incumbents or Funded Vacancies

Position # 48483-10-90-337-20-29 Page 2 of 4



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.
Minimum Qualifications
1. Requires knowledge, skill, and mental development equivalent to completion of four years of college,
preferably with courses in the social sciences.
2. Requires three years of professional experience in volunteer services program management,
community organization or management of a social services delivery program.
3. Requires ability to speak, read and write Spanish at a colloquial level.

Knowledge, Skills, and Abilities

. Requires extensive knowledge of the principles and practices of event planning and management.

. Requires ability to develop and execute logistic plans for training and education activities.

. Requires ability to analyze problems and adopt an effective course of action.

. Requires ability to review and use new and revised methods, procedures, and performance.

. Requires ability to exercise judgment and discretion in developing, implementing, and interpreting
departmental policies and procedures.

. Requires ability to develop and maintain cooperative working relationships and work effectively as a
team.

7. Requires strong oral and written communication and customer service skills.

8. Prefers training experience.

9. Prefers proficiency with Microsoft Office Suite, working knowledge of social media platforms and web-

based data management software systems such as Constant Contact.
10. Prefers one year of experience in managing volunteers or implementing a national service program.
11. Prefers one year of experience organizing or managing workshops, large scale events or conferences.

OO =

»

20. CONDITIONS OF EMPLOYMENT

1. Requires ability to travel in and out-of-state.
21. POSITION POSTING/MARKETING STATEMENT: Information in this statement is NOT intended to be all-
encompassing or to address all responsibilities of the position.
Under general direction of the Bureau Chief, serves as the Volunteer Program Coordinator and performs
professional consultative and coordinative functions for the volunteerism programs in the Cook and Northern
lllinois regions. Consults and advises local governments and communities regarding the organization, development
and integration of volunteer resources who meet the goals of the AmeriCorps and state volunteer programs. Assists
in developing volunteer resources by organizing and scheduling workshops and training. Establishes and maintains
effective working relationships withcommunity leadersin the assigned geographical area to recruit, plan and utilize
community volunteer resources. Travels to plan and conduct special events such as Governor’s Volunteer
Service Awards, National Service Projects, etc. for volunteer programs. Assists in development of policies,
regulations, methods, and standards for volunteer services programs. Communicates in Spanish to those
individuals who do not read or speak English.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Human Services serves families in need across lllinois. Our mission is providing
equitable access to social services, supports, programs and resources to enhance the lives of all who we serve.
We are committed to the core values of Human Dignity, Equity, Community, Urgency, Transparency and
Kindness.

Position # 48483-10-90-337-20-29 Page 3 of 4
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	Internal Security Investigator II, Spanish Speaking - 21732-10-14-400-15-29
	Licensed Practical Nurse II, Manual Communication - 23552-10-73-401-11-22
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