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J.B. Pritzker

Raymond P. Marchiori

Governor Acting Director
POSITION

NAME POSITION TITLE CODE LANGUAGE OPTION
Employment Security Field Office

Calderon, Ruben Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Cruz, Natalia Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Franklin-Reyes, Blanca Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Guillory, Yvette Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Lopez, Marina Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Ramos, Juanita Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Reyna, Fernando Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Szczesiak, Agnieszka Supervisor (ES FOS) 0013600 POLISH SPEAKING
Employment Security Field Office

Talis, Maria Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Field Office

Valadez, Sylvia Supervisor (ES FOS) 0013600 SPANISH SPEAKING
Employment Security Program

Aguero, Alejandra Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Andrade, Raul Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Arellano, Mauro Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Arroyo, Dolores Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Avila, Vereniz Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Baker, Renata Representative (ESPR) 0013650 POLISH SPEAKING
Employment Security Program

Barajas Purcell, Albertina Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Barrientos, Jasmine Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Bolivar, Cruz Representative (ESPR) 0013650 SPANISH SPEAKING
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J.B. Pritzker
Governor

Raymond P. Marchiori
Acting Director

Employment Security Program

Cabrejas, Rene Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Castaneda, Karen Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Chavarria, Miguel Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Chavez, Horacio Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Cibrian, Ram Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Claudio-Katz, Lillian Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Cortez, Guadalupe Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Cruz, Michael Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Cruz, Ramiro Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Curran, Adam Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Dabrowiecka, Renata Representative (ESPR) 0013650 POLISH SPEAKING
Employment Security Program

DelLeon, Antonio Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Diaz, Cristal Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Fernandez, Rita Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Flores, Patricia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Garcia, Maricela Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Gomez, Marcial Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Gontarz, Aleksandra Representative (ESPR) 0013650 POLISH SPEAKING
Employment Security Program

Gutierrez, Sandra Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Hernandez, Beatriz Representative (ESPR) 0013650 SPANISH SPEAKING
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J.B. Pritzker
Governor

Raymond P. Marchiori

Acting Director

Employment Security Program

Hernandez, Jeannette Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Huerta, Bertha Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Illanas, Paul Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Isais, Olga Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Janos, Andrea Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Khalil, Sandra Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Lopez, Lauren Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Lopez, Leticia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Luciano, German Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Luevano, Myra Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Marquez, Andres Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Martinez, Araceli Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Martinez, Efrain Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Medina, Yamilette Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Molina, Juanita Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Montes De Oca, Kevin Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Montoya, Sandra Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Mora, Maria Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Muchnick, Leibole Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Munoz, Rafhy Representative (ESPR) 0013650 SPANISH SPEAKING
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J.B. Pritzker

Raymond P. Marchiori

Governor Acting Director
Employment Security Program

Ortiz, Moises Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Pacheco, David Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Pena, Maria Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Perez, Maria Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Quetell, Hector Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Quezada, Jose Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Ramirez, Claudia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Rickard, Sonia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Rodriguez, Cynthia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Salinas, Patricia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Sanabria, Luis Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Silva, Guillermo Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Soto, Leonor Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Talamantes, Andrea Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Tiscareno, Claudia Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Valentine-Soto, Cristina Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Varys, Miriam Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Vela, Sergio Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Villalobos, Anakaren Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Villegas, Mayra Representative (ESPR) 0013650 SPANISH SPEAKING
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J.B. Pritzker Raymond P. Marchiori
Governor Acting Director

Employment Security Program

Wilkowska, Jolanta Representative (ESPR) 0013650 POLISH SPEAKING
Employment Security Program

Yan, Winnie Kawai Representative (ESPR) 0013650 CHINESE SPEAKING
Employment Security Program

Zamora, Gustavo Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Program

Zamora, Jessica Representative (ESPR) 0013650 SPANISH SPEAKING
Employment Security Service

Almanza, Ralph Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Acosta, Robert Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Amaro, Maria Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Anselmo, Gladys Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Cantu, Veronica Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Castellanos, Martha Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Curtis, Pamela Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Garibay, Liliana Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Gomez, Gloria Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Gonzalez, Lilia Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Hernandez, Cristina Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Hernandez, Johanna Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Hulbert, Maria Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Kolotka, Alicia Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Medina, Francisco Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Mena, Mario Representative (ESSR) 0013667 SPANISH SPEAKING
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J.B. Pritzker
Governor

Raymond P. Marchiori
Acting Director

Employment Security Service

Ornelas, Rosaura Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Padilla-Tompkins, Leticia Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Perez, Luis Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Ramirez, Peter Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Ramirez-Vargas, Edith Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Regalado, Madel Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Rodriguez, Maria Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Salcedo, Sandra Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Smith, Marisol Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Valenzuela, Claudia Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Velasquez, Desiree Representative (ESSR) 0013667 SPANISH SPEAKING
Employment Security Service

Walaszek, Dorota Representative (ESSR) 0013667 POLISH SPEAKING
Employment Security Service

Zendejas, Guadalupe Representative (ESSR) 0013667 SPANISH SPEAKING

Borrero, Isadora Employment Security Specialist 1 (ESS1) 0013671 SPANISH SPEAKING

Gonzalez, Fatima Employment Security Specialist 1 (ESS1) 0013671 SPANISH SPEAKING

Hubbell, Cristina Employment Security Specialist 1 (ESS1) 0013671 SPANISH SPEAKING

Garcia, Gabriela Employment Security Specialist 2 (ESS2) 0013672 SPANISH SPEAKING

Fabregas, Diana Employment Security Specialist 3 (ESS3) 0013673 SPANISH SPEAKING

Garcia, Velia (Maria) Employment Security Specialist 3 (ESS3) 0013673 SPANISH SPEAKING

Cepeda, Elsa Employment Security Tax Auditor 2 0013682 SPANISH SPEAKING
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J.B. Pritzker
Governor

Raymond P. Marchiori

Acting Director

Buenrostro, Kynda Executive 1 0013851 SPANISH SPEAKING
Hajzl, Luke Hearings Referee 0018300 SPANISH SPEAKING
Morris (Suarez), Anna Office Administrator 4 0029994 SPANISH SPEAKING
Moreno, Crystal Office Associate 0030015 SPANISH SPEAKING
Garcia, Surami Public Service Administrator 0037015 SPANISH SPEAKING
Ortiz, Rodrigo Unemployment Insurance Adjudicator 3 0047003 SPANISH SPEAKING
Unemployment Insurance Revenue
Atiles, Lisette Analyst 2 0047082 SPANISH SPEAKING
Deleon, Xavier Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Moran, Gloria Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Magana, Raquel Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Martinez, Jose Felipe Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Morales, Wilson Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Ramirez, Luis Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING
Santiago, Elvira Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING

PERIOD ENDING
1/31/2024

TOTAL: 133

Total number of Bilingual Frontline Staff: 133

Chinese: 1

Polish: 6
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION F Li P
Employment Security S[Jop”;rv:;‘g’r rograms Ss 13600-44-51-107-10-31
Field Office Supervisor 29
5.
3. AGENCY 4. BUREAU/DIVISION exmr S VORE L 8o | 9 OFFICE USE
CODE
EXISTING POSITION
NEW/REVISED POSITION Service Deliverv/ Field
IL Department of Employment Oerwc_e clivery/ rie 0 016 1 R
. perations

Security

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT o e
EXISTING POSITION ] MAO21

ESTABLISH 08/16/2023

[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [] MC024 POSITION NUMBER CHANGE
Chicago Region/ Pilsen Local
Office Service Unit | MC026 CLARIFY
TR GEATTE 15. BARGAINING/TERM E)%EQET [J MC027 ADDITIONAL IDENTICAL CHANGE

CODE [0 MC028 WORK COUNTY CHANGE

EXISTING POSITION 1 MD021 ABOLISH

[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [] MC150 LATERAL REALLOCATION
1700 W. 18" Street RC062 N

Chicago, lllinois

Position # 13600-44-51-107-10-31

[ MC158 UPWARD REALLOCATION
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-51-107-10-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 SS 37015-44-51-107-00-31 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-51-107-10-01 2-5
ESPR, SS 13650-44-51-107-10-31 2-5
ESPR Intermittent, CH 13651-44-51-107-10-21 2-5
ESSR 13667-44-51-107-10-01 2-5
ESPR, CH 13650-44-51-107-10-21 2-5
ESPR Intermittent 13651-44-51-107-10-01 2-5
ESPR Intermittent, SS 13651-44-51-107-10-31 2-5
ESSR, SS 13667-44-51-107-10-31 2-5

Position # 13600-44-51-107-10-31 Page 3 of 5



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 (4) years of college
with major coursework in the social sciences, public or business administration.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PO~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

Position # 13600-44-51-107-10-31 Page 4 of 5



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/16/2024 Rugmand HenChustt 5y p - | 0811612023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:

Position # 13600-44-51-107-10-31 Page 5 of 5



ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION F Li P
Employment Security S[Jop”;rv:;‘g’r rograms Ss 13600-44-51-107-20-31
Field Office Supervisor 29
5.
3. AGENCY 4. BUREAU/DIVISION exmr S VORE L 8o | 9 OFFICE USE
CODE
EXISTING POSITION
NEW/REVISED POSITION Service Deliverv/ Field
IL Department of Employment Oerwc_e clivery/ rie 0 016 1 R
. perations

Security

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT o e
EXISTING POSITION ] MAO21

ESTABLISH 08/16/2023

[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [] MC024 POSITION NUMBER CHANGE
Chicago Region/ Pilsen Local
Office Service Unit Il MC026 CLARIFY
TR GEATTE 15. BARGAINING/TERM E)%EQET [J MC027 ADDITIONAL IDENTICAL CHANGE

CODE [0 MC028 WORK COUNTY CHANGE

EXISTING POSITION 1 MD021 ABOLISH

[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [] MC150 LATERAL REALLOCATION
1700 W. 18" Street RC062 N

Chicago, lllinois

Position # 13600-44-51-107-20-31

[ MC158 UPWARD REALLOCATION
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-51-107-20-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 SS 37015-44-51-107-00-31 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-51-107-20-01 2-5
ESPR, SS 13650-44-51-107-20-31 2-5
ESPR Intermittent 13651-44-51-107-20-01 2-5
ESSR 13667-44-51-107-20-01 2-5
ESSR, CH 13667-44-51-107-20-21 2-5
ESSR, SS 13667-44-51-107-20-31 2-5

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 # 13600-44-51-107-20-31 Page 3 of 5



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 completion of four (4) years of college
with major coursework in the social sciences, public or business administration.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PO~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

Position # 13600-44-51-107-20-31 Page 4 of 5



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/16/2024 b AL~ 08/16/2023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security g[f’p”;rb:;‘grpmgrams ss 13600-44-53-105-20-31

Field Office Supervisor 29
5.
6. WORK 7. A/l 8.
3. AGENCY 4. BUREAU/DIVISION EXMT  GOUNTY AUTH ADIT | O OFFICE USE
EXISTING POSITION
NEW/REVISED POSITION Service Deliverv/ Field
IL Department of Employment o ervice Leliveryl e 0 099 1 R
. perations

Security

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG2A

ESTABLISH 08/16/2023

[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Metro South Region/ Joliet

\ . . X
Local Office Service Unit Il MC026 CLARIFY
R LB EATIAN 15. BARGAINING/TERM E)L(JEQET 1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE

EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO62 N [1 MC150 LATERAL REALLOCATION
Joliet, lllinois 1 MC158 UPWARD REALLOCATION

Position # 13600-44-53-105-20-31 Page 1 of 5
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-53-105-20-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-53-105-00-01 pnemployment and =mployment

ocal Operations Manager
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
ES Program Rep 13650-44-53-105-20-01 2-5
ES Program Rep Intermittent 13651-44-53-105-20-01 2-5
ES Service Rep 13667-44-53-105-20-01 2-5
ES Service Rep, SS 13667-44-53-105-20-31 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.

Position # 13600-44-53-105-20-31 Page 3 of 5



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. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/16/2024 PO TUACIU T py A~ | 08/16/2023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security qont Lne Programs ss 13600-44-54-102-40-31
Field Office Supervisor P 29
5.
6. WORK 7. A/l 8.
3. AGENCY 4. BUREAU/DIVISION BT oUW AT Aupm | 8 OFFICE UsE

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 101 1 R

: Operations
Security P
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION ] MAO21
ESTABLISH 08/16/2023
[ MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Northern Region/ Rockford
Local Office Service Unit IV I MC026 CLARIFY
[] MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15. BARGAINING/TERM E)L(JI'EI'QI\FI’T
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH
[1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO62 N [1 MC150 LATERAL REALLOCATION
Rockford, lllinois [1 MC158 UPWARD REALLOCATION
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-54-102-40-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-54-102-00-01 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-54-102-40-01 2-5
ESPR, SS 13650-44-54-102-40-31 2-5
ESSR 13667-44-54-102-40-01 2-5
ESSR, SS 13667-44-54-102-40-31 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.

Position # 13600-44-54-102-40-31 Page 3 of 5



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. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

Position # 13600-44-54-102-40-31 Page 4 of 5



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/18/2024 Retnand Hchuet 4, A/~ 08/16/2023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security g[f’p”;rb:;‘grpmgrams ss 13600-44-54-103-40-31

Field Office Supervisor 29
5.
6. WORK 7. A/l 8.
3. AGENCY 4. BUREAU/DIVISION EXMT  GOUNTY AUTH ADIT | O OFFICE USE
EXISTING POSITION
NEW/REVISED POSITION Service Deliverv/ Field
IL Department of Employment Oerwc_e clivery/ rie 0 016 1 R
. perations

Security

12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG2A

ESTABLISH 08/16/2023

[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Northern Region/ Wheeling

. . . X
Local Office Service Unit IV MC026 CLARIFY
R LB EATIAN 15. BARGAINING/TERM EQEQ“ST [J MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE

EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO62 N [1 MC150 LATERAL REALLOCATION
Wheeling, lllinois 1 MC158 UPWARD REALLOCATION
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% OF
TIME

35%

30%

15%

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

1.

2.

3.

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers
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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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-54-103-00-01 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-54-103-40-01 1
ESSR 13667-44-54-103-40-01 2
ESSR, SS 13667-44-54-103-40-31 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 (4) years of college
with major coursework in the social sciences, public or business administration.
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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.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/16/2024 b AL~ 08/16/2023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security qont Lne Programs ss 13600-44-54-107-30-31
Field Office Supervisor P 29
5.
6. WORK 7. A/l 8.
3. AGENCY 4. BUREAU/DIVISION BT oUW AT Aupm | 8 OFFICE UsE

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 045 1 R

: Operations
Security P
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG2A
ESTABLISH 08/16/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Northern Region/ North
Aurora Local Office Service Unit Ill I MC026 CLARIFY
1 MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15. BARGAINING/TERM E)L(JI'EI'QI\;T
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH
1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO62 N [1 MC150 LATERAL REALLOCATION
North Aurora, lllinois 1 MC158 UPWARD REALLOCATION

Position # 13600-44-54-107-30-31 Page 1 of 5



CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-54-107-30-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-54-107-00-01 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-54-107-30-01 2-5
ESPR, SS 13650-44-54-107-30-31 2-5
ESSR 13667-44-54-107-30-01 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.
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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.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/17/2024 Rugmand HenChustt 5y p - | 0811612023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security qont Lne Programs ss 13600-44-55-108-50-31
Field Office Supervisor P 29
5.
6. WORK 7. A/l 8.
3. AGENCY 4. BUREAU/DIVISION BT oUW AT Aupm | 8 OFFICE UsE

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 072 1 R

: Operations
Security P
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION ] MAO21
ESTABLISH 08/16/2023
[ MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Northwest Region/ Peoria
Local Office Service Unit V I MC026 CLARIFY
[] MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15. BARGAINING/TERM E)L(JI'EI'QET
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH
[1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO62 N [1 MC150 LATERAL REALLOCATION
Peoria, lllinois [1 MC158 UPWARD REALLOCATION
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers
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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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-55-108-00-01 pnemployment and =mployment

ocal Operations Manager
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
ESPR 13650-44-55-108-50-01 2-5
ESPR, SS 13650-44-55-108-50-31 2-5
ESSR 13667-44-55-108-50-01 2-5
ESSR, SS 13667-44-55-108-50-31 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.
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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.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION F Li P
Employment Security S[Jop”;rv:;‘g’r rograms Ss 13600-44-60-101-40-31
Field Office Supervisor 29
5.
3. AGENCY 4. BUREAU/DIVISION exmr S VORE L 8o | 9 OFFICE USE
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Lombard, lllinois
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-60-101-40-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 37015-44-60-101-00-01 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-60-101-40-01 3-10
ESPR, SS 13650-44-60-101-40-31 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.

Position # 13600-44-60-101-40-31 Page 3 of 5



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. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.
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1/18/2024 Rugmand HenChustt 5y p - | 0811612023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
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ILLINOIS DEPARTMENT OF
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CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER
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R LOEATIEN 15. BARGAINING/TERM E)L(Jgar;T [J MC027 ADDITIONAL IDENTICAL CHANGE

CODE [J MC028 WORK COUNTY CHANGE
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NEW/REVISED POSITION

[0 MC150 LATERAL REALLOCATION
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-60-102-30-41 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt PO1 37015-44-60-102-00-41 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-60-102-30-01 10-40
ESPR, PO 13650-44-60-102-30-41 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.
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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.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. Requires ability to speak and write the Polish language at a colloquial skill level in carrying out position
duties in conjunction with Polish speaking clients.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Polish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

Position # 13600-44-60-102-30-41 Page 4 of 5



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/18/2024 Ropand Menchuets gy ptjyn: | 811612023

Approved Template for Position Title: IDES Employment Security field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/23

Locked by: Chris Nickols

Revised and Relocked on:
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CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIINGIAL - POSON abe 2. POSITION NUMBER
EXISTING POSITION
NEW/REVISED POSITION F Li P
Employment Security S[Jop”;rv:;‘g’r rograms Ss 13600-44-60-102-40-31
Field Office Supervisor 29
5.
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[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [] MC024 POSITION NUMBER CHANGE
Call Center Operations/
Lombard Call Center — MCO026 CLARIFY
Section B Service Unit B-4
R LOEATIEN 15. BARGAINING/TERM E)L(J;’QI\FI,T [J MC027 ADDITIONAL IDENTICAL CHANGE

CODE [J MC028 WORK COUNTY CHANGE

EXISTING POSITION ] MD021 ABOLISH

[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION

[0 MC150 LATERAL REALLOCATION

RC062 N

Lombard, lllinois

Position # 13600-44-60-102-40-31

[ MC158 UPWARD REALLOCATION
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, serves as a Front-Line Programs Supervisor for the lllinois Department
of Employment Security (IDES)

Plans, directs, monitors, and coordinates the delivery of services to claimants and
employers for Unemployment Insurance and Employment Services programs

Monitors reception/intake and IL Labor Exchange system registration to ensure accurate
and timely service to clients and resolves any issues

Resolves issues with security tools and/or fraud detection applications, including but not
limited to, IL Login and Okta registration

Monitors claims entry for accuracy and timeliness and resolves any issues

Resolves benefit claims and payment issues, including but not limited to, certification errors
resulting in nonpayment

Monitors separation and non-separation adjudication cases to ensure they adhere to
federal, state and agency timelines and quality guidelines and collaborates with agency staff
to resolve issues

Liaises with relevant agency staff regarding job development opportunities for clients
Utilizes agency systems, including but not limited to, the IL Labor Exchange system to
monitor job referral for relevance to client skills and experience and investigates and
resolves any discrepancies

Establishes and maintains systems to monitor performance against established goals and
objectives which affect the administration of Unemployment Insurance and Employment
Services and related program services

Conducts timely reviews of key performance indicators in accordance with agency
guidelines to monitor production against goals and to identify opportunities for improvement
Plans and implements corrective actions to resolve problems

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

Prepares and signs performance evaluations

Collaborates with the manager in planning, implementation, and evaluation of service delivery
of Unemployment Insurance and Employment Services programs at the office level

% OF
TIME
35% 1.
[
[ ]
[ ]
[ ]
30% 2.
[
[
[
15% 3.
[
Position #

Establishes and maintains service delivery protocols to ensure accurate interpretation and
administration of all laws, rules, and policies pertaining to Unemployment Insurance and
Employment Services programs

Establishes and maintains systems to monitor the application of sections of the
Unemployment Insurance Act related to ensuring the integrity of the administration of
services and the timely issuance of all notices and determinations to claimants and
employers

13600-44-60-102-40-31 Page 2 of 5



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
o Establishes and maintains relationships with external partner agencies to facilitate
streamlined Workforce Investment Opportunity Act (WIOA) and other employment services

to customers

10% 4. Processes or assists in the processing of unusual, difficult or potentially controversial claims,
benefit issues, job searches or referrals and separation and nonseparation adjudication,
including, but not limited to, those of former office staff and close friends or relatives of current
staff members

05% 5. Keeps abreast of federal, state and agency laws, rules and policies related to unemployment
insurance and employment services programs

e Conducts research on proposed changes to policies and evaluates impact on agency
programs
e Attends and participates in trainings, workshops and seminars, as directed

05% 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, Opt 1 PO1 37015-44-60-102-00-41 JUnemployment and Employment
Local Operations Manager

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
ESPR 13650-44-60-102-40-01 3-10
ESPR, SS 13650-44-60-102-40-31 2-5
ESPR Intermittent, SS 13651-44-60-102-40-31 2-5

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 (4) years of college
with major coursework in the social sciences, public or business administration.
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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.
2. Requires three (3) years professional experience with employment and unemployment insurance
programs.
3. 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.

Preferred Qualifications (In Order of Significance)

1. Five (5) years of professional experience providing unemployment insurance and employment programs
services, including but not limited to, adjudication, claims processing and reemployment services

2. Three (3) years of professional experience utilizing computerized tools and/or software to provide
unemployment insurance and employment services to clients

3. Three (3) years of professional experience with a state labor exchange system

4. Basic proficiency in Microsoft Office Suite products, including Outlook, Word and Excel

5. One (1) year of supervisory experience, including preparing performance evaluations

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR

404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or

carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,

or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed

in the job description.

PONM~

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 Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Front-Line Programs Supervisor. Responsibilities include planning and directing
the delivery of employment and unemployment insurance (Ul) program services, monitoring employee
performance, and establishing systems to evaluate delivery of program services and resolve issues. This
position provides a great opportunity for someone who has a strong knowledge of employment and Ul laws and
is dedicated to ensuring compliance with the Ul Act, Wagner-Peyser requirements, and other related programs.
The ideal candidate for this position will have extensive experience with highly complex Ul claims, benefit
issues, job searches or referrals and separation and nonseparation adjudication cases, as well as supervising
staff who provide employment and Ul services to claimants and employers. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

Position # 13600-44-60-102-40-31 Page 4 of 5



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

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR
SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

1/18/2024 Reeand Honchudts sy g | 08116/2023

Approved Template for Position Title: IDES Employment Security Field Office Supervisor - 13600
Agency: IDES

Date Approved: 07/05/23

HRT Approval: Penny Christian

Classification Approved By: Chris Nickols

Date Locked: 07/05/2023

Locked by: Chris Nickols

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITIONTITLE WORKING TITLE (IF ANY) BIUNGUAL [ POSIIONTITE | 2_POSITION NUMBER
Existing Positian
New/Revised Positian
Employment Security 29 SS 13650-44-22-300-22-31
Program Representative 13660-44-22-320-21-34
3. AGENCY 4. BUREAU/ DIVISION SO TRWoRK T2 an T oy | & 0rice
[T Existing Position 11/16/22 - PNQ
[ New/Revised Posiion . .
. Service Delivery/ Unemployment N
IL Department of Employment Security Insurance Programs 0 084 | 2 R
10. SECTION 11. UNIT . ::20 glE!ANSACTION 13 EFFECTIVE DATE
Existng Positan :
) 05/01/2020
" [NewRevised Posiion
. ial Program B MA021 ESTABLISH
Claims Special Programs O MC022 EXEMPT CODE CHANGE
Rua | O MC024 POSITIONNUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt { O MC026 CLARIFY
Exisiing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
: O MDO021 ABOLISH
NewiRevised Posilion RC062 N O MC149 DOWNWARD REALLOCATION
g O MC150 LATERAL REALLOCATION
Springfield, IL O_MC158_UPWARDREALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25%

25%

Under general supervision, for an assigned area, assesses and addresses client Unemployment Insurance
and Wagner-Peyser service needs. Provides services related to the processing of claims for unemployment
insurance b enefits, including but not limited to interstate, military and other federal or trade readjustment;
conducts benefit rights interviews; provides orientation and clarifies eligibility factors; adjudicates
nonseparation benefit claim issues. Using the IL Labor Exchange system, selects suitable job openings for
applicants, provides referrals, placement and follow-up services on available job orders or training programs;
loads and extracts claims data using automated systems; refers clients with complex issues and/or service
needs to relevant office or partner staff, establishes and maintains activity reports. As directed, performs
these duties for assigned worksites within the service delivery area other than the primary assigned office.
Travels to fairs and worksites. Utilizes Spanish language to assist clients who request or need interpretive
services.

1. Assesses and addresses client Unemployment Insurance and Wagner-Peyser service needs. Provides
services related to the processing of claims for unemployment insurance benefits, including but not
limited to interstate, military and other federal or trade readjustment. Conducts benefit rights interviews
with clients to determine unemployment insurance claims monetary and nonmonetary eligibility and
discem employment history and work status; provides orientation and clarifies eligibility factors;
provides information on available job training and/or educational programs; provides information on the
use of the IL Labor Exchange system, detemmines relevant services for the applicant and coaches in
the registration process to facilitate reemployment; assists in the formation of work search action plan
and reviews for compliance; explains client rights and responsibilities as they pertain to benefits
programs. As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office. Utilizes Spanish language to assist clients who request or need
interpretive services.

2. Performs functions related to receipt, review, entry, analysis and resolution of all types of routine,
complex and specid claims on benefit entitiement programs administered by the lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax. As
directed, performs these duties for assigned worksites within the servuce delivery area other than the
primary assugned office.

DIRECTOR OF CMS SIGNATURE IVE DA e S RIS SN IRE AGENCY HEAD SIGNATURE DATE
m’h\d (Zﬂl- BUREAU OF PERSONNEL 14,3'3 %Mw 05/11/2020
CMS-104 (Rev. 10/94)]

P.s
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16. (CONTINUED)

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

20% 3. Assists clients with various programs and services offered by the lllinois Department of Employment

. Security (IDES) and partner agencies. Assists or registers job seekers and employers using the IL Labor
Exchange system. Assesses, researches and selects client skills; refers clients to training programs or
employers and hiring fairs for job interviews; selects suitable job openings as listed in the IL Labor
Exchange system for applicants requiring services available through computer programs and contacts
employers; trains clients to use and interpret self-assessment vocational exploration tools; provides
clients with information regarding training programs or selected jobs and job interview procedures; follows
up on training programs or job orders for employers requesting service from IDES to determine status of
referrals and need for additional referrals; verifies and records placements; as directed, solicits job
opportunities; assists with the planning, recruitment, and execution of hiring fairs. Coaches both
applicants and employers in the use of self-service of the IL Labor Exchange System. As directed,
performs these duties for assigned worksites within the service delivery area other than the primary
assigned office. Travels to fairs and worksites. Utilizes Spanish language to assist clients who request or
need interpretive services.

10% 4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations for
routine, initial or continued claims; investigates, researches, and explains case disposition; provides
written determinations; conducts reconsidered determinations and accepts appeals. As directed, performs
these duties for assigned worksites within the service delivery area other than the primary assigned office.

10% 5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job referral; refers
clients with more complex or specialiZed issues and/or service needs to relevant office or partner staff.
Conducts employment workshops to enhance client employability. Assists clients with registration and
claims; processes data from file construction and maintenance for all relevant IDES automated data files;
extracts and utilzes data. As directed, perfooms these duties for assigned worksites within the service
delivery area other than the primary assigned office.

05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging.

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
forthe incumbentof this position.)

13600-44-22-300-22-01 WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600~44-22-320-20-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[J SUPERVISOR OR O LEAD WORKER

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

time percentage(s) allotted.
If a box was checked above, listposition title, position number, and number of subordinate incumbents or authorized funded

headcount:

Position Title Position Number No. ofIncumbents 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, skills and mental development equivalent to four years college with academic background in
social/behavioral sciences or business; or requires two years (3,000 work hours) of experience as a depariment intermittent
staff member and a minimum of two years college credits completed with passing grades in socialbehavioral sciences or
business; or four years (6,000 work hours) as a department intemmittent staff member; or 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. Requires working knowledge of those provisions of the Unemployment Insurance (Ul) Act
impacting on areas of responsibility; job knowledge of employers and their Ul and employment service needs. Requires the
ability to effectively communicate with employers and/or clients; detemmine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent infamation for the determination
of payment or non-payment of claimants and to use a personal computer with related software programs such as word
processing and spreadsheets, database management, electronic mail and internet. Requires ability to travel. 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.




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

1. POSITION TITLE WORKING TITLE (IF ANY) BlNSUAL - PoS o obe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative SS 13650-44-51-101-10-31
Program Representative 29

5.
3. AGENCY 4. BUREAU/DIVISION Exmr & WORK 7. AL - 8 9. OFFICE USE

CODE COUNTY AUTH | AUDIT

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG21
ESTABLISH 08/01/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Chicago Region / Lawrence
. . . X
Local Office Service Unit | MC026 CLARIFY
R LB EATIAN 15. BARGAINING/TERM E)L(JI-EFQET [1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION

2444 \West Lawrence RC062 N

Chicago, Illinois [ MC158 UPWARD REALLOCATION
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

% OF
TIME
25% 1.
[
[ ]
[ ]
[ ]
[ ]
[ ]
25% 2.
[
20% 3.
[
[
[
[
[ ]
[
Position #

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

13650-44-51-101-10-31 Page 2 of 5



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

??IMOIlE: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims
¢ Investigates, researches, and explains case disposition
e Provides written determinations
e Conducts reconsidered determinations and accepts appeals
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral
e Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff
¢ Conducts employment workshops to enhance client employability
e Assists clients with registration and claims
e Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files
e Extracts and utilizes data
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging
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 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)

Employment Security Field Office Supervisor 13600-44-51-101-10-01 Front Line Programs Supervisor
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 # 13650-44-51-101-10-31 Page 3 of 5



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 LONGER BE USED.

Minimum Qualifications

1. Requires knowledge, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. 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.

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).

Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects

weighing up to 10 pounds. This job may require a good deal of walking or standing or involves sitting most of

the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in

the job description.

PO~

Position # 13650-44-51-101-10-31 Page 4 of 5



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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Mrchucts s pfyn: | 0810172023
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Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson, Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BlNSUAL - PoS o obe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative PO 13650-44-51-101-20-41
Program Representative 22

5.
3. AGENCY 4. BUREAU/DIVISION Exmr & WORKL 7. A 8 9. OFFICE USE

CODE COUNTY AUTH | AUDIT

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG21
ESTABLISH 08/01/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Chicago Region / Lawrence
. . . X
Local Office Service Unit Il MC026 CLARIFY
R LB EATIAN 15. BARGAINING/TERM E)L(JI-EFQET [1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION

2444 \West Lawrence RC062 N

Chicago, Illinois [ MC158 UPWARD REALLOCATION

Position # 13650-44-51-101-20-41 Page 1 of 5
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

% OF
TIME
25% 1.
[
[ ]
[ ]
[ ]
[ ]
[ ]
25% 2.
[
20% 3.
[
[
[ ]
Position #

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

13650-44-51-101-20-41 Page 2 of 5
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% OF
TIME

10%

10%

05%

05%

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Assists with the planning, recruitment, and execution of hiring fairs

Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims

Investigates, researches, and explains case disposition

Provides written determinations

Conducts reconsidered determinations and accepts appeals

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral

Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff

Conducts employment workshops to enhance client employability

Assists clients with registration and claims

Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files

Extracts and utilizes data

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

6. Establishes and maintains activity reports to demonstrate work activity and detail time charging

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)

Employment Security Field Office Supervisor 13600-44-51-101-20-01 Front Line Programs Supervisor
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

(] Supervisor

] Lead Worker

Position #

13650-44-51-101-20-41 Page 3 of 5



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
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, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. Requires ability to speak and write the Polish language at a colloquial skill level in carrying out position
duties in conjunction with Polish speaking clients.

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Polish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).

Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects

weighing up to 10 pounds. This job may require a good deal of walking or standing, or involves sitting most

of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in

the job description.

PO~
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Mrchucts s pfyn: | 0810172023

LAV

Approved Template for Position Title: Employment Security Program Representative — 13650 - Polish
Agency: IDES

Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson — Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

CMS

CMS-104
POSITION DESCRIPTION

POSITION

WORKING TITLE BILINGUAL TITLE

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

EXISTING POSITION

Employment
Employment Security Service Program ss 13650-44-51-102-01-31
Program Representative Representative 29

5,

3. AGENCY 4. BUREAU/DIVISION EXT o WORK T Al 8 it 9 OFFICE USE

EXISTING POSITION

NEW/REVISED POSITION

IL Department of
Employment Security

10. SECTION
EXISTING POSITION

Service Delivery/ Field Operations

11. UNIT

Chicago Region/ 71°t Street

0 016 2 R

12. TRANSACTION
CODE DATE

0 MA021 ESTABLISH 12/01/2023
0 MA022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE

13. EFFECTIVE

MC026 CLARIFY

Local Office

[0 MC027 ADDITIONAL IDENTICAL

15. BARGAINING/TERM RUTAN

14. WORK LOCATION CODE EXEMPT CHANGE

[0 MC028 WORK COUNTY CHANGE
EXISTING POSITION [ MD021 ABOLISH

[0 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION
Daley College RC062 N 0 MC150 LATERAL REALLOCATION
7500 S. Pulaski, Chicago, IL
0,
'ﬁl\?lli: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Position # 13650-44-51-102-01-31
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C M S ILLINOIS DEPARTMENT OF CMS-104

40%

20%

10%

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. Under general supervision, for an assigned area, serves as an Employment Service Program
Representative for the lllinois Department of Employment Security (IDES)

Assists clients with various programs and services offered by IDES and partner agencies

Assists or registers job seekers and employers using the IL Labor Exchange system

Assesses researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews

Selects suitable job openings as listed in the IL Labor Exchange system for applicants

requiring services available through computer programs and contacts employers

Trains clients to use and interpret self-assessment vocational exploration tools

e Provides clients with information regarding training programs or selected jobs and job
interview procedures

e Follows up on training programs or job orders for employers requesting service from IDES

to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

Coaches both applicants and employers in the use of self-service of the IL Labor Exchange

System

e Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

e As directed, performs these duties for assigned worksites within the service delivery area

other than the primary assigned office

2. Assesses and addresses client Unemployment Insurance (Ul), Wagner-Peyser and Workforce
Innovation and Opportunity Act (WIOA) service needs

e Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment

e Conducts benéefit rights interviews with clients to determine unemployment insurance
claims monetary and nonmonetary eligibility and discern employment history and work
status Provides orientation and clarifies eligibility factors

o Assesses Ul eligibility for Reemployment Services and Eligibility Assessment (RESEA)
participants

¢ Provides information on available job training and/or educational programs

¢ Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate
reemployment

e Assists in the formation of work search action plan and reviews for compliance

e Explains client rights and responsibilities as they pertain to benefits programs

e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

3.  Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the
lllinois Department of Employment Security (IDES)

Position # 13650-44-51-102-01-31
Page 2 of 5



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

e Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

¢ As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

10% 4.  Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility
determinations for routine, initial or continued claims

Investigates, researches, and explains case disposition

Provides written determinations

Conducts reconsidered determinations and accepts appeal when appropriate

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

10% 5.  Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral

e Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff Conducts employment workshops to enhance client employability
Assists clients with registration and claims

e Processes data from file construction and maintenance for all relevant lllinois Department
of Employment Services (IDES) automated data files

o Extracts and utilizes data

o As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging

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 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, Opt. 1 37015-44-51-102-00-01 E”emp'oyme.”t and Employment
ocal Operations Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[] Supervisor L] 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 # 13650-44-51-102-01-31
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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 knowledge, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. 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.

20. CONDITIONS OF EMPLOYMENT

1. Requires an lllinois State Police background check and self-disclosure of any criminal history.

2. Requires ability to utilize Spanish in the performance of all duties.

3. Requires ability to travel in the performance of duties, with overnight stays as appropriate.

4. This position is considered light work as defined by the U.S. Department of Labor (20 CFR
404.1567(b)). Light work involves lifting no more than 20 pounds at a time with frequent lifting or
carrying of objects weighing up to 10 pounds. This job may require a good deal of walking or standing,
or involves sitting most of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools,
ideologies, or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed
in the job description.

Position # 13650-44-51-102-01-31
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as an Employment Services Program Representative. Responsibilities include
providing employment services, such as assistance registering in and utilizing the IL Labor Exchange System,
assistance with searching and applying for employment, and referrals to jobs and supportive services. This
position provides a great opportunity for someone who has a strong knowledge of federal and state laws
pertaining to the Wagner-Peyser Act and the Workforce Innovation and Opportunity Act (WIOA) and is dedicated
to supporting individuals in their employment efforts. The ideal candidate for this position will have excellent
organizational skills and have experience assisting clients in an employment service program, social service
program or related area providing employment, human resource development or social welfare services. IDES
offers a competitive compensation plan, excellent benefits, and a pension program. We invite you to join our
innovative team to help make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in Illinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

11/29/2023

Position # 13650-44-51-102-01-31
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BlNSUAL - PoS o obe 2. POSITION NUMBER
EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative SS 13650-44-51-102-20-31

Program Representative 29
5

3. AGENCY 4. BUREAU/DIVISION EXMT
CODE

6. WORK 7.A/l | 8.

COUNTY AUTH Aupit 9 OFFICEUSE

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAO21
ESTABLISH 08/01/2023
[ MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Chicago Region / 71t Street
. . . X
Local Office Service Unit Il MC026 CLARIFY
TR GEATTE 15. BARGAINING/TERM E)L(JEQET [1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH
[1 MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION
1515 East 71°t Street RC062 N

Chicago, lllinois [ MC158 UPWARD REALLOCATION
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% OF
TIME

25%

25%

20%

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

1.

2.

3.

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

Position # 13650-44-51-102-20-31 Page 2 of 5



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

??IMOIlE: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims
¢ Investigates, researches, and explains case disposition
e Provides written determinations
e Conducts reconsidered determinations and accepts appeals
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral
e Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff
¢ Conducts employment workshops to enhance client employability
e Assists clients with registration and claims
e Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files
e Extracts and utilizes data
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging
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 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)

Employment Security Field Office Supervisor 13600-44-51-102-20-01 Front Line Programs Supervisor
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 # 13650-44-51-102-20-31 Page 3 of 5



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 LONGER BE USED.

Minimum Qualifications

1. Requires knowledge, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. 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.

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).

Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects

weighing up to 10 pounds. This job may require a good deal of walking or standing or involves sitting most of

the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in

the job description.

PO~
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Mrchucts s pfyn: | 0810172023

LAV

Approved Template for Position Title: Employment Security Program Representative — 13650 - Spanish
Agency: IDES

Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson, Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BlNSUAL - PoS o obe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative CH 13650-44-51-107-10-21
Program Representative 03

5.
3. AGENCY 4. BUREAU/DIVISION Exmr & WORK 7. AL - 8 9. OFFICE USE

CODE COUNTY AUTH | AUDIT

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG21
ESTABLISH 08/01/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Chl_cago Region / Pilsen Local _ _ MC026 CLARIFY
Office Service Unit |
R LB EATIAN 15. BARGAINING/TERM E)L(JEQET [1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION

1700 West 18" Street RC062 N

Chicago, lllinois [ MC158 UPWARD REALLOCATION
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

% OF
TIME
25% 1.
[
[ ]
[ ]
[ ]
[ ]
[ ]
25% 2.
[
20% 3.
[
[
[ ]
Position #

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

13650-44-51-107-10-21 Page 2 of 5



CMS

% OF
TIME

10%

10%
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Assists with the planning, recruitment, and execution of hiring fairs

Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims

Investigates, researches, and explains case disposition

Provides written determinations

Conducts reconsidered determinations and accepts appeals

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral

Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff

Conducts employment workshops to enhance client employability

Assists clients with registration and claims

Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files

Extracts and utilizes data

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

6. Establishes and maintains activity reports to demonstrate work activity and detail time charging

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)

Employment Security Field Office Supervisor 13600-44-51-107-10-31 Front Line Programs Supervisor
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:

(] Supervisor

] Lead Worker

Position #

13650-44-51-107-10-21 Page 3 of 5



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
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, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. Requires ability to speak and write the Chinese language at a colloquial skill level in carrying out position
duties in conjunction with Chinese speaking clients.

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Chinese in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).

Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects

weighing up to 10 pounds. This job may require a good deal of walking or standing, or involves sitting most

of the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in

the job description.

PO~
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Mrchucts s pfyn: | 0810172023

LAV

Approved Template for Position Title: Employment Security Program Representative — 13650 - Chinese
Agency: IDES

Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson — Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BlNSUAL - PoS o obe 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative SS 13650-44-51-107-20-31
Program Representative 29

5.
3. AGENCY 4. BUREAU/DIVISION Exmr & WORKL 7. A 8 9. OFFICE USE

CODE COUNTY AUTH | AUDIT

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT CODE DATE
EXISTING POSITION 0] MAG21
ESTABLISH 08/01/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Chicago Region / Pilsen Local
. . . X
Office Service Unit Il MC026 CLARIFY
R LB EATIAN 15. BARGAINING/TERM FE{QEQ“ST [1 MC027 ADDITIONAL IDENTICAL CHANGE
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH

1 MC149 DOWNWARD REALLOCATION

NEW/REVISED POSITION [1 MC150 LATERAL REALLOCATION

1700 West 18" Street RC062 N

Chicago, lllinois [ MC158 UPWARD REALLOCATION
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CMS

ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

% OF
TIME
25% 1.
[
[ ]
[ ]
[ ]
[ ]
[ ]
25% 2.
[
20% 3.
[
[
[
[
[ ]
[
Position #

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

13650-44-51-107-20-31 Page 2 of 5



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

??IMOIlE: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
e Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims
¢ Investigates, researches, and explains case disposition
e Provides written determinations
e Conducts reconsidered determinations and accepts appeals
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral
e Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff
¢ Conducts employment workshops to enhance client employability
e Assists clients with registration and claims
e Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files
e Extracts and utilizes data
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging
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 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)

Employment Security Field Office Supervisor 13600-44-51-107-20-31 Front Line Programs Supervisor
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 # 13650-44-51-107-20-31 Page 3 of 5



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 LONGER BE USED.

Minimum Qualifications

1. Requires knowledge, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. 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.

20. CONDITIONS OF EMPLOYMENT

Requires an lllinois State Police background check and self-disclosure of any criminal history.

Requires ability to utilize Spanish in the performance of all duties.

Requires ability to travel in the performance of duties, with overnight stays as appropriate.

This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).

Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects

weighing up to 10 pounds. This job may require a good deal of walking or standing or involves sitting most of

the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in

the job description.

PO~
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in lllinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Mrchucts s pfyn: | 0810172023

LAV

Approved Template for Position Title: Employment Security Program Representative — 13650 - Spanish
Agency: IDES

Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson, Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BIIRGUAL  POSIFION NI-= 2. POSITION NUMBER

EXISTING POSITION

NEW/REVISED POSITION

Employment Security Program Representative SS 13650-44-53-101-10-31

Program Representative 29
5

3. AGENCY 4. BUREAU/DIVISION EXMT
CODE

6. WORK 7.A/l | 8.

COUNTY AUTH Aupit 9 OFFICEUSE

EXISTING POSITION

NEW/REVISED POSITION

Service Delivery/ Field

IL Department of Employment 0 016 2 R

X Operations
Security P
12. TRANSACTION 13. EFFECTIVE
10. SECTION 11. UNIT e DATE
EXISTING POSITION O MA021
ESTABLISH 08/01/2023
[J MA022 EXEMPT CODE CHANGE
NEW/REVISED POSITION [ MC024 POSITION NUMBER CHANGE
Metro South Region / Harvey
Local Office Service Unit | > MC026 CLARIFY
[J MC027 ADDITIONAL IDENTICAL CHANGE
14. WORK LOCATION 15. BARGAINING/TERM E)L(JI-EI-QET
CODE 1 MC028 WORK COUNTY CHANGE
EXISTING POSITION 1 MD021 ABOLISH
[J MC149 DOWNWARD REALLOCATION
NEW/REVISED POSITION RCO062 N [0 MC150 LATERAL REALLOCATION
Harvey, lllinois [J MC158 UPWARD REALLOCATION
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ILLINOIS DEPARTMENT OF CMS-104
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general supervision, for an assigned area, serves as a Program Representative for the
lllinois Department of Employment Security (IDES)

Assesses and addresses client Unemployment Insurance and Wagner-Peyser service
needs

Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment
Conducts benéefit rights interviews with clients to determine unemployment insurance claims
monetary and nonmonetary eligibility and discern employment history and work status
Provides orientation and clarifies eligibility factors

Provides information on available job training and/or educational programs

Provides information on the use of the IL Labor Exchange system, determines relevant
services for the applicant and coaches in the registration process to facilitate reemployment
Assists in the formation of work search action plan and reviews for compliance

Explains client rights and responsibilities as they pertain to benefits programs

Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Performs functions related to receipt, review, entry, analysis and resolution of all types of
routine, complex and special claims on benefit entitlement programs administered by the lllinois
Department of Employment Security (IDES)

Loads and extracts claims data using automated systems including but not limited to the
lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax

As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office

Assists clients with various programs and services offered by the lllinois Department of
Employment Security (IDES) and partner agencies

% OF
TIME
25% 1.
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
25% 2.
[ ]
[ ]
20% 3.
[ ]
[
[ ]
[ ]
[
[ ]
[ ]
[ ]
[ ]
[ ]
Position #

Assists or registers job seekers and employers using the IL Labor Exchange system
Assesses, researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews
Selects suitable job openings as listed in the IL Labor Exchange system for applicants
requiring services available through computer programs and contacts employers
Trains clients to use and interpret self-assessment vocational exploration tools
Provides clients with information regarding training programs or selected jobs and job
interview procedures

Follows up on training programs or job orders for employers requesting service from IDES
to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

13650-44-53-101-10-31 Page 2 of 5



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

?I{(il\?lli: 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
o Coaches both applicants and employers in the use of self-service of the IL Labor Exchange
System
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 4. Adjudicates monetary and nonmonetary benefit claim issues, providing eligibility determinations
for routine, initial or continued claims
¢ Investigates, researches, and explains case disposition
e Provides written determinations
e Conducts reconsidered determinations and accepts appeals
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
10% 5. Advises clients on work attitudes, habits, relationships and attire as related to a specific job
referral
o Refers clients with more complex or specialized issues and/or service needs to relevant
office or partner staff
¢ Conducts employment workshops to enhance client employability
e Assists clients with registration and claims
e Processes data from file construction and maintenance for all relevant lllinois Department of
Employment Security (IDES) automated data files
e Extracts and utilizes data
e As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office
05% 6. Establishes and maintains activity reports to demonstrate work activity and detail time charging
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 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)

Employment Security Field Office Supervisor 13600-44-53-101-10-01 Front Line Programs Supervisor
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 # 13650-44-53-101-10-31 Page 3 of 5



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 LONGER BE USED.

Minimum Qualifications

1. Requires knowledge, skills and mental development equivalent to four (4) years of college with academic
background in social/behavioral sciences or business; OR

Requires two (2) years (3,000 work hours) of experience as a department intermittent staff member and a
minimum of two (2) years college credits completed with passing grades in social/behavioral sciences or
business; OR

Requires four (4) years (6,000 work hours) as a department intermittent staff member.

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.

2. 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.

20. CONDITIONS OF EMPLOYMENT

1. Requires an lllinois State Police background check and self-disclosure of any criminal history.

2. Requires ability to utilize Spanish in the performance of all duties.

3. Requires ability to travel in the performance of duties, with overnight stays as appropriate.

4. This position is considered light work as defined by the U.S. Department of Labor (20 CFR 404.1567(b)).
Light work involves lifting no more than 20 pounds at a time with frequent lifting or carrying of objects
weighing up to 10 pounds. This job may require a good deal of walking or standing or involves sitting most of
the time with some pushing and pulling of arm or leg controls.

5. Requires ability to attend seminars, conferences, and trainings to stay current on methods, tools, ideologies,
or other industry related topics relevant to the job duties.

6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in
the job description.
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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 lllinois Department of Employment Security (IDES) is seeking an organized, professional, and results
oriented individual to serve as a Program Representative. Responsibilities include providing services related to
unemployment insurance benefits, such as determining unemployment insurance claims eligibility, and providing
employment services. This position provides a great opportunity for someone who has a strong knowledge of
federal and state laws pertaining to employment and Unemployment Insurance (Ul) eligibility and is dedicated to
ensuring Ul benefit accuracy. The ideal candidate for this position will have excellent organizational skills and
have experience assisting clients in an employment service program, social service program or related area
providing employment, human resource development or social welfare services. IDES offers a competitive
compensation plan, excellent benefits, and a pension program. We invite you to join our innovative team to help
make a positive difference in the lives of lllinois employers and job seekers.

22. ABOUT THE AGENCY/BUREAU/PROGRAM

The lllinois Department of Employment Security’s (IDES) mission is to serve lllinois workers and employers to
the best of our ability and to use our knowledge of the lllinois workforce to inform sound policy decision making.
IDES encourages economic growth and stability in Illinois by providing vital Employment Services to lllinois
residents and employers, analyzing and disseminating actionable Labor Market Information, and administering
Unemployment Insurance programs.

DIRECTOR OF CMS IMMEDIATE SUPERVISOR

SIGNATURE SIGNATURE AGENCY HEAD SIGNATURE DATE

Rpmand Marchucts s pfyn: | 0810172023

LAV

Approved Template for Position Title: Employment Security Program Representative — 13650 - Spanish
Agency: IDES

Date Approved: 6/28/23

HRT Approval: Penny Christian

Classification Approved By: Siobhan M. Johnson

Date Locked: 06/28/2023

Locked by: Siobhan M. Johnson, Division Manager — Technical Services

Revised and Relocked on:
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ILLINOIS DEPARTMENT OF CMS-104
C M S CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

POSITION
1. POSITION TITLE XV,\?YR;KING U= BI%%%EAL O-II;E:_OEN 2. POSITION NUMBER
CODE
EXISTING POSITION
Employment Service
Employment Security Program SS 13650-44-53-104-01-31
Program Representative Representative 29
5,
3. AGENCY 4. BUREAU/DIVISION EXT SR L & o 9 OFFICE USE
EXISTING POSITION
NEW/REVISED POSITION
IL Department of Service Delivery/ Field Operations 0 016 2 R
Employment Security
10. SECTION 11 UNIT 12. TRANSACTION 13. EFFECTIVE

CODE DATE
[0 MA021 ESTABLISH 12/01/2023
0 MA022 EXEMPT CODE CHANGE

[0 MC024 POSITION NUMBER CHANGE

EXISTING POSITION

Metro South Region/

: MC026 CLARIFY
Burbank Local Office X

[ 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
RC062 N 0 MC150 LATERAL REALLOCATION

Maywood, Illinois

0,
.?”\?E 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
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C M S ILLINOIS DEPARTMENT OF CMS-104

40%

20%

10%

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. Under general supervision, for an assigned area, serves as an Employment Service Program
Representative for the lllinois Department of Employment Security (IDES)

Assists clients with various programs and services offered by IDES and partner agencies

Assists or registers job seekers and employers using the IL Labor Exchange system

Assesses researches and selects client skills

Refers clients to training programs or employers and hiring fairs for job interviews

Selects suitable job openings as listed in the IL Labor Exchange system for applicants

requiring services available through computer programs and contacts employers

Trains clients to use and interpret self-assessment vocational exploration tools

e Provides clients with information regarding training programs or selected jobs and job
interview procedures

e Follows up on training programs or job orders for employers requesting service from IDES

to determine status of referrals and need for additional referrals

Verifies and records placements

As directed, solicits job opportunities

Assists with the planning, recruitment, and execution of hiring fairs

Coaches both applicants and employers in the use of self-service of the IL Labor Exchange

System

e Provides orientation and federally mandated services for the Reemployment Services and
Eligibility Assessment (RESEA) program

e As directed, performs these duties for assigned worksites within the service delivery area

other than the primary assigned office

2. Assesses and addresses client Unemployment Insurance (Ul), Wagner-Peyser and Workforce
Innovation and Opportunity Act (WIOA) service needs

e Provides services related to the processing of claims for unemployment insurance benefits,
including but not limited to interstate, military and other federal or trade readjustment

e Conducts benéefit rights interviews with clients to determine unemployment insurance
claims 