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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL POSITION TITLE 2. POSITION NUMBER 
CODE OPTION CODE 

Existing Position 

New/Revised Position 

Employment Security Specialist 1 29 ss 13671-44-40-220-40-31 

3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6. WORK 7. Afl 
8.AUDIT 

9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

IL Department of Employment Security Business Services 0 

041 

y R 

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

Existing Position 
02/16/2019 

New/Revised Position Migrant and Seasonal Farm Worker 
□ MA021 ESTABLISH 

Intra-Agency Coordination (MSFW) Program □ MC022 EXEMPT CODE CHANGE 
Rutan □ MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 
Existing Position □ MC027 ADDITIONAL IDENTICAL CHANGE 

□ MC028 WORK COUNTY CHANGE 
□ MD021 ABOLISH 

New/Revised Position □ MC149 DOWNWARD REALLOCATION 

Mount Vernon, IL RC062 N □ MC150 LATERAL REALLOCATION 
□ MC158 UPWARD REALLOCATION 

% OF TIME 

25% 

20% 

15% 

15% 

DIRECTOR q 

I 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, provides information and guidance concerning the Migrant and Seasonal Farm 
Worker (MSFW) program, H-2A Temporary Agricultural Workers (H-2A) program and H-28 Temporary Non-
Agricultural Workers (H-28) program for the Illinois Department of Employment Security (IDES). Travels to 
conduct frequent field visits to working and living areas to offer and verify employment services and job 
contract compliance. Provides assistance and guidance to community and State agencies. Enters job orders 
and services; provides information and referrals for services related to MSFW, H-2A and H-28 programs. 
Establishes and maintains various reports; maintains and monitors files; develops systems to organize 
reports. Attends community and hiring events. Makes recommendations for program improvements to 
statewide Monitor Advocate. Utilizes Spanish language to assist clients who request or need interpretive 
services. 

t:U 
·r.

1. Provides information and guidance concerning the Migrant and Seasonal Farm Worker (MSFW)
program, H-2A Temporary Agricultural Workers (H-2A) program and H-28 Temporary Non-
Agricultural Workers (H-28) program for IDES. Explains rules, regulations, policies and procedures
pertaining to MSFW, H-2A and H-28 programs to employers, employees, community groups and
other interested parties. Provides information and assistance to notify individuals of available MSFW,
H-2A and H-28 program services and resources and other state and/or federal assistance available
to temporary workers, including but not limited to food stamps and Medicare. Utilizes Spanish
language to assist clients who request or need interpretive services.

2. Travels to conduct frequent field visits to working and living areas of farm workers and/or agricultural
workers and other migrant workers to offer and verify employment services and job contract
compliance; conducts random field checks and housing inspections in adherence to related state and
federal guidelines. Coordinates and executes field-work screenings. Utilizes Spanish language to
assist clients who request or need interpretive services.

3. Provides assistance and guidance to community and State agencies regarding MSFW, H-2A and H-
28 programs by explaining program rules, regulations, policies and procedures. Responds to
inquiries via email, in person, by phone and/or during field visits. Reviews and provides interpretation
of state and federal guidelines related to the MSFW, H-2A and H-28 programs. Utilizes Spanish
language to assist clients who request or need interpretive services

4. Utilizing word processing, spreadsheet and database management software, establishes and
maintains various reports, including but not limited to reports of outreach activities, and logs
complaints from employers, employees and other interested parties. Prepares reports from findings

-
and makes recommendations for program-improvements to statewide Monitor Advocate.
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Belleville, IL 
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16. (CONTINUED)

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

10% 5. Using the Illinois Labor Exchange system, enters job orders and services relevant to Migrant and
Seasonal Farm Worker (MSFW), H-2A Temporary Agricultural Workers (H-2A) and H-2B Temporary
Non-Agricultural Workers (H-2B) programs; maintains and monitors related files; develops systems to
organize related reports. Provides information and referrals for services related to MSFW, H-2A and
H-2B programs to employers, employees. community groups and other interested parties. Utilizes
Spanish language to assist clients who request or need interpretive services.

10% 6. Travels to attend community and hiring events for clients eligible for MSFW, H-2A and H-2B
programs, including but not limited to employer orientations. Provides information to promote Illinois
Department of Employment Security (IDES) employment related services and unemployment
insurance program services. Utilizes Spanish language to assist clients who request or need
interpretive services.

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

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

WORKING TITLE (IF ANY) 

PSA 37015--44-40-220-00-31 

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

0 SUPERVISOR OR 0 LEAD WORKER

NOTE: Supervisory or lead worker responsibilities .!!!.!!fil 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 college with major courses in 
the social sciences; or requires four years of work experience in program research evaluation or design with two of the years 
at the professional level. Requires working knowledge of IDES bureau programs, service goals, activities and operational 
systems in area of responsibility, including but not limited to the Illinois Labor Exchange system. Requires the ability to 
effectively communicate ideas, both orally and in written form; organize and analyze pertinent data and/or information and 
prepare reports using narrative and/or statistical formats; and to use a personal computer with related software programs, 
including but not limited to email, word processing, spreadsheet and database management software. Requires ability to 
speak and write the Spanish language at a colloquial skill level in carrying out position duties in conjunction with Spanish 
speaking clients. Requires possession of an appropriate valid driver's license. Requires ability to travel. 
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L,1v•S ILLINOIS bEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL POSITION TITLE 2. POSITION NUMBER
CODE OPTION CODE 

Existing Position 47096-44-13-510-10-32 
New/Revised Position 

UI Soecial Aaent 29 47096-44-04-731-10-31 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6. WORK '·"' 

8.AUDIT 
9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position Administration/QACR
New/Revised Position 

IL Department of Employment Security Financial Operations/ QACR 0 016 y R 
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE 

CODE 

Existing Position 

Ben Payment Control OverpaymenVRecovery /0-/lp. /4 
New/Revised Position 

Overpayment Collections Overpayment Collection Cycle □ MA021 ESTABLISH 
□ MC022 EXEMPT CODE CHANGE 

Rutan 181 MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAININGfTERM CODE Exempt 181 MC026 CLARIFY 

Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE 

□ MC028 WORK COUNTY CHANGE
□ MD021 ABOLISH

New/Revised Position 0 MC149 DOWNWARD REALLOCATION 

Chicago, IL RC062 N 0 MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 

%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under !IOROFa' direction, performs specialized collections work relative to the recovery of unemployment 
benefit payments based upon the criteria contained in laws and policies of the State of Illinois and Federal ' 
Department of Labor. Interacts with claimants, government agencies and the general public regarding the 
overpayment collection cycle. Conducts investigations to locate claimants; determines ability to pay including 
current employment and estimation of assets; initiates civil litigation on benefit overpayments; coordinates 
information and activities with respect to collection and to secure proper accounting and application of all 
monies collected on individual claims. Provides interpretive services for Spanish speaking clients. 

35% 1. Using the Spanish language when necessary, conducts repayment interviews advising claimants and
duly authorized representatives of their legal requirement to repay. Utilizing highly skilled interviewing
techniques and knowledge of applicable laws, rules, regulations and procedures, establishes an
agreeable pay plan based on claimants ability to repay, the amount and type of overpayment and
other circumstances that may affect repayment.

25% 2. Using automated agency reports and computer systems, including the Benefit Overpayment
Recovery System, conducts investigations to locate claimants; determines ability to pay including
current employment and estimation of assets. Develops leads using external and internal resources,
pursues leads through a variety of methods. Secures documentation; analyzes and evaluates
documentation to determine terms and conditions of repayment amounts.

10% 3. Initiates civil litigation on benefit overpayments; signs complaints prepared by the Attorney General;
presents and coordinates evidence to support civil complaints in accordance with Section 900 of the
Illinois Unemployment Insurance Act and related Federal legislation.

10% 4. Follows established policies and procedures in analyzing benefit overpayments eligible for offset by
the Illinois Comptroller in accordance applicable laws, rules and regulations, including Illinois Revised
Statutes Chapter 15, paragraph 210.5; invokes the offset when appropriate.

10% 5. Conducts investigations requested by the Attorney General to locate individuals with litigation
pending and current whereabouts are unknown. Consults with Attorney General Office, Illinois
Comptroller's Office and other judicial branches to coordinate the collection of benefit overpayments
where judgments are entered or bankruptcies and garnishments filed.
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16. (CONTINUED) -

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

05% 6. Confers with IDES Service Delivery personnel and other appropriate personnel to coordinate
information and activities with respect to collection and to secure proper accounting and application of
all monies collected on individual claims.

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

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

. · for the incumbent of this position.)

t WORKING TITLE (IF ANY) 

" PSA, Opt 1 37015-44-04-731-00-01 

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) 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 college with major courses in 
Business Law and Business Administration plus three years of local office professional investigative experience performing 
major adjudication work involved in the fact-finding process. Requires extensive knowledge of Federal and State laws, rules 
and regulations applicable to Unemployment Insurance benefits. Requires thorough knowledge of agency computerized 
systems, programs and practices as they relate to the payment of UI benefits. Requires the ability to communicate 
effectively both orally and in writing and to use a personal computer with related software programs such as word 
processing, spreadsheets, database management and email. Requires ability to speak and write the Spanish language at a 
colloquial skill level in carrying out position duties in conjunction with Spanish speaking clients. 
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