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July 26, 2018

The Honorable Bruce Rauner
Governor

State of lllinois

207 State Capitol

Springfield, IL 62702

Dear Governor Rauner:

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

Enclosed, please find the 2018 annual report from the lllinois Lottery.

Should you have any questions or need any additional information, please contact Peter Romano,
Lottery Labor Relations and Personnel Manager at 217/524-5252.

Sincerely,

ot M= 1

Harold Mays
Acting Director

Enclosure

CC: Scott Gillard, Lottery Chief of Staff
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Position Title Full Name Position # Position Option
OFFICE ASSOCIATE SALAZAR, ANA K. 30015 SPANISH SPEAKING
OFFICE ASSOCIATE Garcia, Hilda 30015 SPANISH SPEAKING
OFFICE ADMINISTRATOR 4 Rodriguez, Luis 29994 SPANISH SPEAKING
OFFICE COORDINATOR INIGUEZ, NORA 30025 SPANISH SPEAKING

Bruce Rauner
Govemaor

Harold Mays
Acling Director

llinois Lottery

122 S, Michigan Avenue
19% Floor

Chicago, IL 60603

(312).793.3030 - Main
(312}-793-5514 - Fax

101 W Jefferson Street
Spiingfield, IL 62702
217.524.5240 direct

www illingislgltery.com



LI S N | L/
RS I
{ 'MS Illinois Department of R * POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES ey
1. POSITION TITLE WORKING TITLE (IF ANY) S | Tomerre | 2. POSITION NUMBER
Existing Posilian
MNawRewnsed Posilien
Office Associate 29 §52 30015-45-10- 210 31-02
3 AGENCY 4 BUREALY DIVISION I R CHTIcE
Existing Posnion
NewRevsed Pesllon
Lottery Finance/Budgel & Accounts Payable 0 016 Y R
10. SECTION 11. UNIT 12 TRANSACTION COUE 13. EFFECTIVE DATE
Existing Position
0711616
NewiRewnsed Position
Check Writing & Claims JRTC/Claims 3 ] MAD21 ESTABLISH
14, WORK LOCATION 16, BARGAINING/TERM CODE [} MC022 EXEMPT CODE CHANGE
Rutar | (1 MCD24 POSITION NUMBER CHANGE
Exered | C1 MCO26 CLARIFY
Existing Pasilicn [0 MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
[3 MD021 ABOLISH
Now/Ravised Posilion ] 8 Mgmg DOWNWARgA REALLOCATION
MC150 LATERAL REALLOCATION
Cook RC-014 /\/ £] MC158 UPWARD REALLOCATION
% OF TIME 18. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction, performs a variety of complex cierical duties for the Claims Section; edits, processes and
pays on-line and instant claims; reviews, verifies and balances weekly prize and check wriling reports;
compiles and prepares balancing sheels, logs, statistical records and charts for Lottery players’ check writing
system; explains and interprets rules, regulations and procedures to Lottery players and the general public;
interprets and explains Federal and Stale lax withholding rules; assists in compiling data and preparing
weekly and monthly reports. Performs complex clerical duties, including keyboarding from rough draft or oral
instructions, letters, memos and informational reports; answers incoming telephone calls; maintains records
and logs of collection activities; prepares and logs registered and certified mail; maintains confidential
subject, general and follow-up files, Writes and speaks Spanish.

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

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

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

10% 4. Performs a variety of complex cierical duties including composing and/or editing a variety of responsive
or procedural letters and memos for the general public, government officials, Loltery sales agents and
others on matters pertaining to prize winners. Composes andfor edits correspendence answering routine
inquiries and acknowledging letters received, writing in Spanish as needed. Prepares and files reports as
requested from supervisor.
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16. (CONTINUED)

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

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

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

05% 7. Performs other duties as required or assigned which are reasonably within the scope of the duties
enumeraled 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 aclion and adjusting grievances for the incumbent of this position.)

WORKING TITLE {IF ANY)

' - -45-10-210-30-01
Office Administrator IV 28994-45-10-210-30 JRTC Claims Supervisor

18. CHECK THE APPROPRIATE BOX {F THiS POSITION IS A:
[0 SUPERVISOR OR [ LEAD WORKER
NOTE: Supervisory or lead worker responsibitities must be described in a detailed duty statement{s) with a time percentage(s) allotted.

If a rox was checked above, list posilion tille, position number, and number of subordinate incumbants or authorized funded headcount:

Pasition Title Posltion Number No. of Incumbent or Funded Vacancies

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

Requires knowledge, skill and mental development equivalent to completion of high school and two years of office
experience. Requires extensive knowledge of office practices, procedures and programs. Requires extensive knowledge of
composition, grammar, spelling and punctuation. Requires working knowledge of basic mathematics. Requires elementary
knowledge of agency programs, rules and regulations. Requires ability to follow oral or wrilten instructions. Requires ability
to operate commonly used manual and automated office equipment and perform routine maintenance. Requires the ability in
keyboarding accurately at 45 WPM. Requires ability to write and speak Spanish at a colloquial level.




CMS

Iltinois Department of
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY} ""('5';?,:“ ‘c’,‘;::l"cf,;;‘ 2. POSITION NUMBER

Exssling Positwon

NewRewsed Posiion

Office Associate 29 582 30015-45-10-210-21-02

3. AGENCY 4. BUREALY DIVISION s Eg&; ﬂc\&?:;-y ’ :Tm LAy g 8;; £
Emsung Pesiion

New/Rewised Posibon

Lottery Finance/Budget & Accounts Payabile 0 016 Y R

10 SECTION 11 UNIT 12 TRANSACTION CODE 13 EFFECTIVE DATE

Eushng Posdion

09/01/116

HNewRowsed Posdtion

Check Writing & Claims

Des Plaines/Claims 2 £l MAG21 ESTABLISH

14, WORK LOCATION

15 BARGAINING/TERM CODE 1 MC022 EXEMPT CODE CHANGE
[0 MC024 POSITION NUMBER CHANGE

1 MC026 CLARIFY

Rutan
[RELE

Exsting Positon

1 MCO27 ADDITIONAL IDENTICAL CHANGE
[0 #MC028 WORK COUNTY CHANGE
O mDa21 ABOLISH

NewRowied Position

J MC150 LATERAL REALLOCATION

/J [J MCi48 DOWNWARLD REALLOCATION

Cook RC-014 ) MCi58 UPWARD REALLOCATION

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

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

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

15% 3. Answers incoming telephone calls from the public, banks, Lottery winners and players, officials, Lottery
sales agents and others regarding Lottery tickets, validations and check writing activilies. or directs them
1o other professional staff if of a complex nature.

10% 4. Performs a variety of complex clerical duties including composing andfor ediling a variely of responsive
or procedural letlers and memos for the general public, government officials, Lotlery sales agents and
others on matters pertaining to prizerwinnerg. Composes andlor edits correspondence answering routine
iINquirgs E@@W@@etlem Uel\;_ecli. wﬂgng in fSpa I T as needed. Prepares and files reports as
requesieRifoMm SYRSYIPRIR Y |
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16. (CONTINUED)

% OF TIME 16. COMPLETE. CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNGTIONS cont. .

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

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

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

17 POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR {Responsible for assigning and reviewing work, preparing, conductng and signing
performance evaluations, effectively recommending and imposing disciplinary action and agjusting grievances for the incumbent of this position }

Office Administrator iV~ 29994-45.10-210-20-01 40 I S 370

Des Plaines Claims Supervisor

18 CHECK THE APPROPRIATE BOX IF THIS POSITION IS A
0O SUPERVISOR OR {1 LEAD WORKER

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

It a box was checked above, st position title. posilion number, and number of subordinale incumbents or authorized funded headcount

Pasition Title Paosition Number No. of Incumbent or Funded Vacancies

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

Requires knowledge, skill and mental development equivalent lo completion of high school and two years of office
experience. Requires extensive knowledge of office practices, procedures and programs; Requires extensive knowledge of
composition, grammar, spelling and punctuation. Requires working knowledge of basic mathematics. Requires elementary
knowledge of agency programs, rules and regulations. Requires ability to follow oral or written instructions; Requires ability to
operate commonly used manual and automated office equipment and perform routine maintenance. Requires the ability in
keyboarding accurately at 45 WPM. Regquires ability to write and speak Spanish at a colloquial level.
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( ' M S [llinois Department of’ [l u POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES e TER
A
1. POSITION TITLE WORKING TITLE {IF ANY) 3:;‘5‘:" g’“‘*"g:’: 2. POSITION NUMBER
Existing Posillon -
New/Ravised Pasition
Office Administrator IV 29 381 29994-45-10-210-30-01
3. AGENCY 4. BUREAU/ DIVISION SO | Copow TTA [ AT [ U oreE
Existing Position
NewiRevised Position
Lottery Finance/Budget & Accounts Payable 0 016 | N R
10. SECTION 11, UNIT 12, TRANSACTION CODE 13, EFFECTIVE DATE
Exsting Posltion
07/16/16
New/Revised Posilion
Check Writing & Claims JRTC/Claims 3 [0 MA0Z1 ESTABLISH
14, WORK LOCATION 15. BARGAINING/TERM CODE [ MC022 EXEMPT CODE CHANGE
Rulan | ] MCO24 POSITION NUMBER CHANGE
Evempt MCO26 GLARIFY
Existng Fosilion ] MC027 ADDITIONAL IDENTICAL CHANGE
C1 MC028 WORK COUNTY CHANGE
{1 Mo021 ABOLISH
NewiRewisad Position 8 MC148 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Cook RC-028 N | O mMC158_UPWARD REALLOCATION
% OF TIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, plans, assigns and reviews the activities for the JRTC Claims Unit; serves as
working supervisor; develops, recommends and implements new and/or revised policies and procedures
affecting processing operations; serves as lead customer service manager; serves as Chicago lead laison
between retail inquiries and delinquencies; translates procedures, questions, and documents into Spanish;
serves as specialized liaison between the office, field staff and agents regarding complaints and ticket
problems; provides on-the-job training to enhance the use and application of equipment and production.

20% 1. 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 objeclives; approves time off; prepares and signs performance evaluations.

15% 2. Develops, recommends and implements new and/or revised policies and procedures affecting
processing operations; conducts studies, compiles data and submits reports to supervisor. Attends staff
meetings to keep apprised of new developments within the Department.

15% 3. Serves as lead customer service manager. Manages check writing staff. Opens and closes the check
writing centers daily ensuring it is staffed continuously during working hours. Coordinates the winner
awareness in the JRTC Claims Center, obtaining information from large prize winners {pictures and
questionnaires) and forwards information to Lottery's Private Manager.

15% 4. Serves as Chicago lead liaison between retail inquiries and delinquencies. Informs Finance management
of pending delinquencies. Coordinates with JRTC building management and security, including ISP
when there is a large payout. Ensures Claims Center is in compliance with all building policies, codes
and procedures.

10% 5. Provides direction and advice to subordinates; resolves procedural problems or sets priorities for
processing work to ensure the maintenance of established procedures, production and work schedules,
inventory flows, compliance with prescribed methods and standards and strict security regulations and
controls.

10% 6. Translates procedures, guestion ‘and docurneht u S—?‘SW sh for Individuals who cannol speak or read
English. Assists other Deparime u\%staff by prowd ans a jon from English to Spanish, and vice versa,
during conference calls and by lr%\silatmgdy_nlfbﬁ) ance

\
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16. [CONTINUED)

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

10% 7. Serves as specialized liaison between the office, field staff and agents regarding complaints and ticket
problems; follows-up on specific agent requests; provides on-the-job training designed to enhance the
use and application of equipment and production; training new staff in terminal word processing and/or
clerical procedures, techniques and use of equipment.

5% 8. Performs other duties as required or assigned 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, effeclively recommending and imposing disciplinary action and adjusting gnevances for the incumbent of this position.)

WORKING TITLE (IF ANY)

Executive 2 13852-45-10-210-00-01

Check Writing & Claims Manager

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

NOTE: Supervisory or lead worker responsibifities must be described in a detailed duty statementi(s} with a time percentage(s) aliotted.

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

Pasition Title Position Number No. of Incumbent or Funded Vacancies
Office Coordinator 30025-45-10-210-31-01 1
Office Associate 30015-45-10-210-31-01 2

Office Associate

30015-45-10-210-31-02

1

19. SPECIALIZED KNOWLEDGES, SKILLS. ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE
QF 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 two years study at a secretarial/business
coliege and two years office experience; or, completion of high school and four years Office Assistant experience; or four
years independent business experience. Requires extensive knowledge of office procedures and pragrams: elementary
mathematics and grammar. Requires working knowledge of the agency's program operations and policies. Requires ability
to direct and supervise the work of a nonprofessional office staff; operate manual and automated office equipment. Requires
the ability to speak and write Spanish at a colloquial skill level. Requires possession of an appropriate valid driver’s license.




RECEIVED

MEY 23 20
( ‘ M S [llinois Department of _ POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICE§ A& *‘__OHAR‘:D
ERVICES CENTE
1. POSITION TITLE WORKING TITLE (IF ANY) Stogu | PowonTds T 2. POSITION NUMBER
Existing Pogilion
New/Ravised Position
Office Coordinator 29 S2 30025-45-00-000-01-01
3. AGENCY 4. BUREAU/ DIVISION * Ehne | ooy | a | #avair ] ° otrcE
Existing Position
MNew/Rawsed Position
Lottery Executive 4] 016 N R
10. SECTION 11, UNIT 12 TRANSACTION CODE 13. EFFECTIVE DATE
Ex sting Pasition
11/01/15

Maw/Ravised Posilion

O MaAd21 ESTABLISH

{0 MC022 EXEMPT CODE CHANGE
Ruan { ] MC024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | R MCO26 CLARIFY

Existing Position

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

Naw/Revised Positon O MC149 DOWNWARD REALLOCATION

Cook RC-014 N | 5 ME13% UrwWARD REALLOGATION

% OF TIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under direction, performs a variety of highly responsible secretarial and clerical duties; keyboards reports
and routine correspondence; answers telephone inquiries of a routine nature; assisls supervisor in compiling
data for special reporis; receives, opens and distributes incoming mail; maintains general and confidential
files. Serves as Division Timekeeper and building contact. Arranges for vehicle service and prepares logs
and reports. Serves as Hispanic Liaison for the Director's Office, writing, speaking and conferring in Spanish
Acts as a back-up to Private Secretary and Check Writing Center as required.

25% 1. Serves as a communication channel with the public, staff, government personnel, and other stakeholders
verbally in person and via telephone, and through written communication including letters, memos, and
other material from rough drafts and verbal instructions. Requests information, supplies, equipment, and
services to aid Lottery programs, operations and activities. Makes arrangements and preparations for
meetings. Assists with drafting, improving, and preparing updated policies and procedures. Compiles
infarmation into reports and circulates confidential documents to department managers. Creates and
maintains files of correspondence and information.

20% 2. Assists Director and staff by conferring in Spanish and coordinating, explaining or providing general
information, through personal and telephone contact to the public; communicates at a colloguial level,
verbally and in writing, in Spanish to provide information concerning available services; clarifies
processes and procedures to Spanish clientele, Lottery players, Lottery offices and others, relating to
winner selection methods and processing of claims. Provides translation services for marketing
materials.

15% 3. Serves as division timekeeper; manages staff atiendance requests and daily time records; assists other
timekeeping managers and staff.

10% 4. Receives, opens, sorls and distributes incoming mail; keeps supervisor appraised of sensitive or priority
mail. Orders and maintains office supplies and equipment for Chicago office.

10% 5. Works with the Lottery Facilities Manager, to maintain Chicago vehicle fleet and composa reports and
logs.,
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16. (CONTINUED)

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

05% 6. Serves as building contact and safety coordinator for Chicago office. Ensures alt contact information is
updated within the building and all maintenance is performed within the guidelines of the State.

05% 7. As a back-up to Private Secretary, maintains Director's appointment calendar; schedules meetings;
makes flight and hotel arrangements; signs letters and other documents as authorized; and completes
tasks related to the Lottery Control Board.

05% 8. Serves as a back-up to Check Writing Center. Travels to Check Writing office, provides information in
respose to inquires about games and processes; assists players with filling out claim forms; follows
Check Writing procedures to record information, writes, and distributes checks.

05% 9. Performs other duties as required or assigned which are reasonably within the scope of the duties
enumerated above.

17. POSITION TITLE AND NUMBER OF iMMEDIATE SUPERVISOR (Responsibie for assigning and reviewing work, preparing, canducting and signing
performance evaluations; effeclively recommending and imposing disciplinary action and adjusting grievances for the incumbent of this positian.)

WORKING TITLE {IF ANY)

Director

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A;
[0 SUPERVISOR OR {J LEAD WORKER

NOTE: Supervisory or lead warker rasponsibilities 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 authonzed funded headcount:

Position Tille Position Number No. of Incumbent or Funded Vacancies

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

Requires knowledge, skill and mental development equivalent to two years of secretarial/business college or completion of
high school and two years of related office experience or two years of independent business experience. Requires extensive
knowledge of office practices, procedures and programs. Requires extensive knowledge or composition, grammar, spelling
and punctuation. Requires exlensive knowledge of basic mathematics. Requires the ability to follow oral or written
instructions. Requires the ability to operate commonly used manual and automated office equipment, including computers
and Microsoft Office software, and perform routine maintenance. Requires skill to keyboard accurately at 30 WPM.
Requries ability lo speak, read and write Spanish at a colloquial skill level. Requires a driver's license.




