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NAME POSITION TITLE POSITION CODE LANGUAGE OPTION 

Biolik, Eugene Employment Security Field Office Supervisor (ES FOS) 0013600 POLISH SPEAKING 

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

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

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

Garcia, Velia Employment Security Field Office Supervisor (ES FOS) 0013600 SPANISH SPEAKING 

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

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

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

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

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

Valencia, Marcelo Employment Security Field Office Supervisor (ES FOS) 0013600 SPANISH SPEAKING 

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

Almeida, Richard  Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

Alvarado, Erin  Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

Anselmo, Gladys Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

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

Barajas Purcell, 
Albertina 

Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

Bolivar, Cruz  Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 
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Brito, Grecia Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

Cho, Juan-Li Employment Security Program Representative (ESPR) 0013650 CHINESE SPEAKING 

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

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

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

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

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

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

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

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

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

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

Garibay, Liliana  Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

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

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

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

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

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

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

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

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

Krakowski, Agnes  Employment Security Program Representative (ESPR) 0013650 POLISH SPEAKING 

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

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

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

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

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

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

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

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

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

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

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

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

Navarette, Mayra Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

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

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

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

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

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

Reyna, Fernando Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

Rivera-Swint, Evelyn Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

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

Sanchez, Jemima Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

Staples, Corina Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

Tubens, Arnaldo Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

Vazquez, Laura Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

Villegas, Mayra  Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING 

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

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

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

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

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

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

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

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

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

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

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

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

Mena, Mario Employment Security Service Representative (ESSR) 0013667 SPANISH SPEAKING 

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

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

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

Pena, Berta Employment Security Service Representative (ESSR) 0013667 SPANISH SPEAKING 

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

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

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

Reyes, Edith Employment Security Service Representative (ESSR) 0013667 SPANISH SPEAKING 

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

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

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

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

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

Zendejas, Guadalupe  Employment Security Service Representative (ESSR) 0013667 SPANISH SPEAKING 

Garcia Jr., Apolonio Employment Security Specialist 1 (ESS1) 0013671 SPANISH SPEAKING 

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

Revuelta, Edgar 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 

Flores-Quinonez, Rosa Employment Security Specialist 3 (ESS3) 0013673 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 

Cartagena, Martha Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Diaz, Anita Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Deleon, Xavier Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Forte, Eric Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Gomez Williams, Alma 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 

Lesus, Tania Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Ramirez, Luis Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Ruiz, Sonia Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 

Santiago, Elvira Unemployment Insurance Special Agent 0047096 SPANISH SPEAKING 
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PERIOD ENDING 
1/31/2022 

    TOTAL:  136 

136 
   

Total number of Bilingual Frontline Staff: 136 
  

    

Chinese:   1 Polish:   6 
 

Spanish:      129 
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

New/Revised Position 

Employment Security 29 ss 13600-44-54-103-50-31 
Field Office Supervisor 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6.WORK 7.Afl 

8.AUDIT 
9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

IL Department of Emplovment Securitv Service Delivery/ Field Operations 0 016 N R 

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

Existing Position 

02/16/2019 

New/Revised Position 

Northern Region/ Arlington Hts. Local Office Service Unit IV 0 MA021 ESTABLISH 
0 MC022 EXEMPT CODE CHANGE 

Rutan 0 MC024 POSITION NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 
Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOLISH 

New/Revised Position 0 MC149 DOWNWARD REALLOCATION 

Arlington Heights, IL RC062 N □ MC150 LATERAL REALLOCATION 
0 MC158 UPWARD REALLOCATION 

% OF TIME 

30% 

30% 

10% 

DIRECTOR 
l 
I 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction, plans and directs Employment Security programs and services for claimants and 
employers. Establishes and maintains systems to monitor employee performance against office goals and 
objectives which most directly affect the administration of Unemployment Insurance and Wagner-Peyser 
services. Collaborates in development of office budget; collaborates in planning, implementation and 
evaluation of service delivery programs at the office level; assumes responsibility for overall management of 
office operations in the absence of the manager or as directed. Utilizes Spanish language to assist clients 
who request or need interpretive services. 

1. Plans and directs Employment Security programs and services for claimants and employers relevant
to reception/intake, claims processing, benefit claims and payment issues resolutions, IL Labor
Exchange registration process, vocational counseling, job development, job referral, coordination of
agency services, such as job development and job placements to the business community and
separation and nonseparation adjudication issues. Utilizes Spanish language to assist clients who
request or need interpretive services.

2. Plans, assigns, reviews and evaluates the work of subordinate staff; serves as a working supervisor.
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. Conducts meetings to keep staff
abreast of changes in policy, procedures and program operations. Discusses problem areas and
coordinates the implementation of corrective action; conducts pre-disciplinary meetings under the
supervision of a non-union supervisor to provide relevant information or assistance.

3. Establishes and maintains systems to monitor employee performance against office goals and
objectives which most directly affect the administration of Unemployment Insurance and Wagner-
Peyser services; collaborates in development of office budget and conducts frequent reviews of key
production and budget indicators to monitor production against goals and to identify problems; plans
and implements corrective action.
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL POSITION TITLE 2. POSITION NUMBERCODE OPTION CODE 
Existing Position 

New/Revised Position 

Employment Security 29 ss 13600-44-54-107-50-31 
Field Office Supervisor 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6.WORK 7. A/I 8.AUDIT 9. OFFICE 

CODE COUNTY AUTH USE 
Existing Position 

New/Revised Position 

IL Department of Employment Security Service Delivery/ Field Operations 0 045 
N 

R 

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

Existing Position 

02/16/2019 
New/Revised Position 

Northern Region/ North Aurora Local Office Service Unit Ill 0 MA021 ESTABLISH 

0 MC022 EXEMPT CODE CHANGE 

Rutan 0 MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 

Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 

0 MD021 ABOLISH 

New/Revised Position 0 MC149 DOWNWARD REALLOCATION 

North Aurora, IL RC062 N 0 MC150 LATERAL REALLOCATION 

0 MC158 UPWARD REALLOCATION 

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

Under general direction, plans and directs Employment Security programs and services for claimants and 
employers. Establishes and maintains systems to monitor employee performance against office goals and 
objectives which most directly affect the administration of Unemployment Insurance and Wagner-Peyser 
services. Collaborates in development of office budget; collaborates in planning, implementation and 
evaluation of service delivery programs at the office level; assumes responsibility for overall management of 
office operations in the absence of the manager or as directed. Utilizes Spanish language to assist clients 
who request or need interpretive services. 

30% 1. Plans and directs Employment Security programs and services for claimants and employers relevant
to reception/intake, claims processing, benefit claims and payment issues resolutions, IL Labor
Exchange registration process, vocational counseling, job development, job referral, coordination of
agency services, such as job development and job placements to the business community and
separation and nonseparation adjudication issues. Utilizes Spanish language to assist clients who
request or need interpretive services.

30% 2. Plans, assigns, reviews and evaluates the work of subordinate staff; serves as a working supervisor.
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. Conducts meetings to keep staff
abreast of changes in policy, procedures and program operations. Discusses problem areas and
coordinates the implementation of corrective action; conducts pre-disciplinary meetings under the
supervision of a non-union supervisor to provide relevant information or assistance.

10% 3. Establishes and maintains systems to monitor employee performance against office goals and
objectives which most directly affect the administration of Unemployment Insurance and Wagner-
Peyser services; collaborates in development of office budget and conducts frequent reviews of key
production and budget indicators to monitor production against goals and to identify problems; plans
and implements corrective action.
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16. (CONTINUED\

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

10% 4. Collaborates in planning, implementation and evaluation of service delivery programs at the office
level; establishes and maintains systems to monitor office processes in the application of sections of
the UI Act most directly related to ensuring the integrity of the administration of services and the timely
issuance of all notice/determinations.

10% 5. 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 those of
former office staff and close friends or relatives of current staff members. Utilizes Spanish language to
assist clients who request or need interpretive services.

05% 6. Assumes responsibility for overall management of office operations in the absence of the manager or
as directed.

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

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

WORKING TITLE (IF ANY) 

PSA, Opt. SS1 37015-44-54-107-00-31 Local Office Manager 

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

[gl SUPERVISOR OR □ LEAD WORKER 

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies 
ESPR 13650-44-54-107-51-01 5 

ESPR,SS 13650-44-54-107-51-31 1 

ESSR 13667-44-54-107-51-01 2 

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

Requires knowledge, skill and mental development equivalent to completion of four years of college with major coursework 
in the social sciences, public or business administration and three years professional experience with employment and 
unemployment insurance programs. Requires thorough knowledge of the IL Labor Exchange program, agency programs 
and services required to meet client needs. Requires ability to understand and respond to the changing employment needs 
of the community; serve as technical information resource to staff; analyze problems and procedures to provide effective 
benefit services and to effectively communicate verbally and in written form; to train and supervise professional staff. 
Requires ability to use a personal computer with related software programs. 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. 

(j 

PSA, Opt. 1 37015-44-54-107-00-01 

-----------------------------------------















































































CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

13650-44-54-220-43-31 
New/Revised Position 

Employment Security 29 ss 13650-44-54-103-10-31 
Proaram Reoresentative 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6. WORK 7. A/I 9. OFFICE 

CODE COUNTY AUTH 8.AUDIT 
USE 

Existing Position 

New/Revised Position 

IL Deoartment of Employment Security Service Delivery/ Field Operations 0 049 
y R 

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

Existing Position 

Northern Reaion Employment Services 07/16/2018 

New/Revised Position 

Northern Region/ Arlington Heights Local □ MA021 ESTABLISH 

□ MC022 EXEMPT CODE CHANGE 

Office 
Rutan 181 MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 

Existing Position □ MC027 ADDITIONAL IDENTICAL CHANGE 

□ MC028 WORK COUNTY CHANGE 

□ MD021 ABOLISH 

New/Revised Position □ MC149 DOWNWARD REALLOCATION 

Waukegan, IL RC062 N □ MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 

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

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 benefits, including but not limited to interstate, military, other federal or trade readjustment; 
conducts benefit right interviews; provides orientation and clarifies eligibility factors; adjudicates minor 
benefit claim issues. Through the use of the IL Labor Exchange system, matches candidates to job 
openings, provides referrals, placement and follow-up services on available job orders or training programs; 
processes and extracts data using automated data systems; refers clients with complex issues and service 
needs to the appropriate office or partner staff; establishes and maintains activity reports. As needed, 
performs these duties for assigned worksites within the service delivery area, other than the primary 
assigned office. Provides interpretive services for Spanish speaking clients. 

25% 1. Using the Spanish language when necessary, interviews clients to determine unemployment
insurance claims monetary eligibility and discern employment history and work status; provides
information on available job training and/or educational programs; provides information on the use
of the IL Labor Exchange system, determines appropriate service for the applicant and coaches in
the registration process to facilitate self-service; assists in the formation of work search action plan
and reviews for compliance; explains rights and responsibilities on benefits programs.

25% 2. Takes and processes all types of routine, complex and special claims on benefit entitlement
programs administered by IDES; process client vouchers or eligibility forms for target funded or tax
incentive programs. Loads and extracts data from automated systems.

20% 3. Assists clients with various programs and services offered by IDES and partner agencies, using the
Spanish language when necessary. Assists or registers job seekers and employers using the IL
Labor Exchange system. Assesses client skills, researches and modifies the skills to match the
client; refers clients to employers and hiring fairs for job interviews; selects appropriate job
openings as listed in IL Labor Exchange system for applicants requiring services available through
computer programs and contacts employers; provides clients with information regarding selected
jobs and job interview procedures; follows up on 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. Travels to fairs and worksites.
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

New/Revised Position 

Employment Security 29 ss 13650-44-54-103-31-31 

Proqram Representative 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6.WORK 7. Ail 

8.AUDIT 
9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

IL Department of Employment Security Service Delivery/ Field Operations 0 016 
y 

R 

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

Existing Position 

02/16/2019 

New/Revised Position 

Northern Region/ Arlington Heights Local Service Unit II 
□ MA021 ESTABLISH 

0 MC022 EXEMPT CODE CHANGE 

Office 
Rutan □ MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 

Existing Position □ MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 

0 MD021 ABOLISH 

New/Revised Position 0 MC149 DOWNWARD REALLOCATION 

Arlington Heights, IL RC062 N 0 MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 

% 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 benefits, 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. 

2. 

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. 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. 

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 Illinois Department of 
Employment Security (IDES). Loads and extracts claims data using automated systems including but 
not limited to the Illinois Benefit Information System (IBIS), Illinois Job Link (IJL) and GenTax. As 
directed, performs these duties for assigned worksites within the service delivery area other than the 
primary assigned office. 
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CMS 
ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

Ne.v/Revised Position 

Employment Security 22 PO 13650-44-54-1 0 3-41-41 
Proaram Reoresentative 
3.AGENCY 4. BUREAU/DIVISION 5. EXMT 6. WORK 7. A/I 8. OFFICE 

CODE COUNTY AUTH &AUDIT USE 
t:XISUng t'OSIlI0n 

Ne.¥/1<8VISea t'OSlllon 

IL Department of Employment Securitv Service Delivery/ Field Operations 0 016 2 R N 
10. SECTION 1 1. UNIT 12. TRAIi """ I,..,,. 1:. '-'" ·1;.vl,, i.Ul-\11: 

CODE 

t:XISUng 1'05111011 

05 /01/2020 

Ne.v/Revised Position 

Northern Region/ Arlington Hts. Local Office Service Unit Ill IBI MA021 ESTABLISH 

□ MC022 EXEMPT C ODE CHANGE 

Rutan □ MC024 POSITION NUMBER CHANGE 

1 4. WORK LOCATION 15. BARGAINING/TERM CODE Exempt □ MC026 CLAR IFY 

Existing Position □ MC027 ADDmONAL IDENTICAL CHANGE 

□ MC028 WORK COUNTY C HANGE 

□ MD021 ABOLISH 

Ne.v/Revised Position □ MC149 DOWNWARD REALLOCATIGI 

Arlington Heights, IL RC0 62 N □ MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 

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

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 benefits, including but not limited to interstate, military and otha- fa::teral or trade readjustment ;  
conducts benefit rights interviews; provides orientation and clarifies eligibility factors; adjudicates 
nonseparation benefit claim issues. Using the IL Labor Exchar.Je system, selects suitable job openings for 
applicants, provides refa-rals, placement and follow-up services on available job orders or training programs; 
loads and extracts claims data usir.J 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 work sites within the service delivery area other than the primary assigned of fice. 
Travels to f airs and worksites. Utilizes Polish language to assist clients who request or need interpretive 
services. 

25% 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
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. As directed, performs these duties for assigned worksites within the service delivery area
other than the primary assigned office. Utilizes Polish language to assist clients who request or need
interpretive services.

25% 2. 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 Illinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois Benefit Information System (IBIS), Illinois Job Link (IJ L )  and Gen Tax. As
directed, performs these duties for assigned worksites within the service delivery area other than the
primary assigned office.
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

New/Revised Position 

Employment Security 29 ss 13650-44-54-103-61-31 
ProQram Representative 
3. AGENCY 4. BUREAU/ DIVISION 5. EXMT 6.WORK 7. A/I 

8.AUDIT 
9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

IL Department of Employment Security Service Delivery/ Field Operations 0 016 y R 

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

Existing Position 

02/16/2019 

New/Revised Position 

Northern Region/ Arlington Heights Local Service Unit V 
□ MA021 ESTABLISH 

□ MC022 EXEMPT CODE CHANGE 

Office 
Rutan □ MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 

Existing Position □ MC027 ADDITIONAL IDENTICAL CHANGE 

□ MC028 WORK COUNTY CHANGE 

□ MD021 ABOLISH 

New/Revised Position □ MC149 DOWNWARD REALLOCATION 

Arlington Heights, IL RC062 N □ MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 

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

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 benefits, 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. 

25% 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
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. 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.

25% 2. 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 Illinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois Benefit Information System (IBIS), Illinois Job Link (IJL) and GenTax. As
directed, performs these duties for assigned worksites within the service delivery area other than the
primary assigned office.
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES 
POSITION DESCRIPTION 

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

Existing Position 

New/Revised Position 

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

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

9. OFFICE 

CODE COUNTY AUTH USE 

Existing Position 

New/Revised Position 

IL Department of Employment Security Business Services 0 

041 

y R 

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

Existing Position 
02/16/2019 

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

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

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

□ MC028 WORK COUNTY CHANGE 
□ MD021 ABOLISH 

New/Revised Position □ MC149 DOWNWARD REALLOCATION 

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

% OF TIME 

25% 

20% 

15% 

15% 

DIRECTOR q 

I 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

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

t:U 
·r.

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

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

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

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

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

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

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

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

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

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

WORKING TITLE (IF ANY) 

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

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

0 SUPERVISOR OR 0 LEAD WORKER

NOTE: Supervisory or lead worker responsibilities .!!!.!!fil be described in a detailed duty statement(s) with a 
time percentage(s) allotted. 

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

Position Title Position Number No. of Incumbents or Funded Vacancies 
N/A 

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

Requires knowledge, skill and mental development equivalent to the completion of four years college with major courses in 
the social sciences; or requires four years of work experience in program research evaluation or design with two of the years 
at the professional level. Requires working knowledge of IDES bureau programs, service goals, activities and operational 
systems in area of responsibility, including but not limited to the Illinois Labor Exchange system. Requires the ability to 
effectively communicate ideas, both orally and in written form; organize and analyze pertinent data and/or information and 
prepare reports using narrative and/or statistical formats; and to use a personal computer with related software programs, 
including but not limited to email, word processing, spreadsheet and database management software. Requires ability to 
speak and write the Spanish language at a colloquial skill level in carrying out position duties in conjunction with Spanish 
speaking clients. Requires possession of an appropriate valid driver's license. Requires ability to travel. 
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North Aurora, IL
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,, 1. POSITION TITLE 
Exis1ing Position 

New/Revised Position 

Hearinas Referee 
3. AGENCY
Existing Position 

New/Revised Positioo 

ILLINOIS DEPARTMENT OF 

CENTRAL MANAGEMENT SERVICES 

WORKING TITLE (IF ANY) 

4. BUREAU/ DIVISION

BILINGUAL 

CODE 

29 

POSITION DESCRIPTION 

POSlTION TITLE 2. POSITION NUMBER
OPTION CODE 

ss 18300-44-03-210-10-31 
5. EXMT 6. WORK 7."1 

8.AUOIT 
9. OFFICE 

CODE COUNTY AUTH USE 

IL Department of Emolovment Securitv Legal Services/ Board of Review 5 016 y R_ 
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE 

CODE 
Existing Position 

04/06/2013 
New/Revised Position 

Board Decisions 0 MA021 ESTABLISH 
0 MC022 EXEMPT CODE CHANGE 

Rutan 0 MC024 POSITION NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 181 MC026 CLARIFY 
Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE 

y 0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOLISH 

New/Revised Position 

I
0 MC149 DOWNWARD REALLOCATION 

33 S. State Street RC-10 0 MC150 LATERAL REALLOCATION 
0 MC158 UPWARD REALLOCATION 

Chicaqo, IL 60603 
%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITIOI ESSENTIAL FUNCTIONS

Under direction and subject to the acceptance by the Members of the Board, reviews the records of appeals 
from first-level Hearings Referees in cases involving claims for unemployment insurance benefits under the 
law and various Federal Employment Security statutes, and prepares legal opinions which, upon acceptance 
by the members of the Board, become the decisions of the Board on the appeal. Uses the Spanish language 
to translate documents and provide interpretive services to clients. 

25% 1. Prepares for review by resolving jurisdictional questions of the timeliness of appeals to the Appeals
Sub-Division Referee and the Board of Review, as well as to the timeliness and sufficiency under law
of the employer's protest to a claim for benefits; determines the legal sufficiency of reasons given by
the parties for late appeals to either or both the Appeals Sub-Division Referee and the Board of
Review as well as of requests by the parties for additional evidentiary hearings.

20% 2. Examines the document content of each file and determines the legal adequacy of the record to
support a decision of the Board of Review with respect to each issue, and in cases of legal
insufficiency to determine whether to remand the matter to the Claims Adjudicator or Appeals Sub-
Division Referee for further investigation or evidentiary hearing upon specific orders and instructions.

15% 3. Using the Spanish language when necessary, reviews the transcript of the testimony submitted
before the Appeals Hearings Referee, along with all other file documents, including agency records,
communications by the parties, evidentiary exhibits, briefs by legal counsel, and prior Board of
Review decisions involving the same claimant; weighs the legally admissible facts in the record and
considers the arguments and contentions made by the parties, evidentiary exhibits, briefs by legal
counsel, and prior Board of Review decisions involving the same claimant; weighs the legally
admissible facts in the record and considers the arguments and contentions made by the parties, or
questions involved; analyzes and evaluates testimony and other evidence, and determines the
credibility of witnesses.
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CMS ILLINOIS DEPARTMENT OF
POSITI CENTRAL MANAGEMENT SERVICES 

ON DESCRIPTION 

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

TION NUMBER 
Existing Position 

3701 5-44-06-330-00-31 
New/Revised Position 

Public Service Administrator 29 SS1 3701 5-44-16-500-00-31 
3. AGENCY 4. BUREAU/ DIVISION
Existing Position 

New/Revised PosiUon Administration/ 

5. EXMT 

CODE 

6. WORK 

COUNTY 
8.AUOIT 

9. OFFICE 

USE 

IL Department of Employment Security Human Resource Management 
0 016 N R 

10. SECTION 11.UNIT 12. TRAN 
CODE 

SACTION 13. EFFECTIVE DATE 

Existing Position 

03/01/2015 
New/Revised Position 

Recruitment & Selection 
0 MAD 
0 MCD 

21 ESTABLISH 
22 EXEMPT CODE CHANGE 

Rutan 0 MCD 
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt 0 MCD 

24 POSITION NUMBER CHANGE 
26 CLARIFY 

Existing Position 

New/Revised Position 

Chicago, IL 
¾OF TIME 

20% 

15% 

15% 

0 MCD 
0 MCD 
0 MOD 
·□ MC1 

RC063 N 0 MC1 
0 MC1 

27 ADDITIONAL IDENTICAL CHANGE 
28 WORK COUNTY CHANGE 
21 ABOLISH 
49 DOWNWARD REALLOCATION 
50 LATERAL REALLOCATION 
58 UPWARD REALLOCATION 

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction as a policy implementing manager, directs the organizati on, development and review 
in the implementation of of Recruitment and Selection; provides leadership and direction to staff engaged 

programs, policies and procedures governing recruitment and selection as it rela tes to the administration of 
ins and interprets program 
aluation services. 

the provisions of the "Rutan vs. Republican Party of Illinois" judicial decree; expla 
policy; works with managers to develop and coordinate employment selection ev 
Establishes and maintains effective working relationships utilizing Spanish/ Engli sh skills with private and 
public organizations. 

1. 

2. 

3. 

Organizes, plans, executes, monitors and evaluates the Recruitment & Sel ection section of the Human 
program policies and 
Recruitment & Selection 

Resource Management for IDES .. Plans and directs the implementation of 
procedures; directs staff in the on-going operations and implementation of 
projects; interprets program policies for staff; establishes goals and objectiv es and develops plans to 

Rutan vs. Republican Party" 
ated rules and regulations. 

assure they are being met. Assures compliance with the provisions of the" 
decree, Personnel Rules, labor contracts, agency policies and any other rel 

Plans, assigns, reviews and evaluates work of subordinate staff; serves as working supervisor. 
Provides guidance and training to assigned staff; counsels staff regarding 
staff to meet day-to-day operating needs; establishes annual goals and obj 

work performance; reassigns 
ectives; approves time off; 
tall abreast of changes in 
coordinates the 

prepares and signs performance evaluations. Conducts meetings to keep s 
policy, procedures and program operations. Discusses problem areas and 
implementation of corrective action; when appropriate, conducts pre-discipli nary meetings under the 

sistance. supervision of a non-union supervisor to provide relevant information or as 

Develops the operation of appropriate employment interviewing and recruit 
agency. Designs procedures and processes to implement a workable state 

ment techniques for the 
wide plan for filling job 
ships with agency staff. 
ssure compliance with state 
agency management staff 

vacancies. Establishes and maintains interviewing and recruitment relation 
Implements and evaluates operational policy and procedures designed to a 
and federal regulations relative to the agency's hiring practices. Works with 
to assure needed services are developed and supplied in a timely and effici ent manner. 
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16. (CONTINUED) 

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

15% 4. Establishes and maintains effective working relationships utilizing Spanish/ English skills with private
and public organizations. Develops, promotes and facilitates job placements for the Department by
recruiting applicants for under-utilized positions. Participates in outreach activities specifically designed
to recruit protected class applicants and targeted affirmative action groups, including African-American,
Asian, Hispanic, Native American and women.

10% 5. Serves as a certified Rutan interviewer and/or sits on interview panel; scores candidates' interviews,
completes candidate evaluation forms, determines candidate to be selected; monitors to ensure
appropriate Rutan procedures are followed and documents are completed accurately. Using the
Spanish language, assesses Spanish Speaking abilities of candidates applying for Spanish language
option jobs.

10% 6. Supervises staff engaged in the process of posting and filling of vacant positions. Directs the
procedural review of processing requests to post and fill vacant positions. Establishes criteria for
accepting and / or rejecting requests to post. Ensures that the procedures for categorizing and
transmitting bidders lists and applications to managers in accordance with Personnel Rules, labor
contracts, agency policies and any other related rules and regulations.

05% 7. Supervises agency participation in job fairs, placement programs and related community based
recruitment activities. Prepares and distributes literature regarding the hiring process. Discusses the
recruitment and career opportunities within IDES. Prepares reports reflecting status of recruitment
activities.

05% 8. Participates in new employee orientation or other sessions or meetings to inform staff on hiring process
and procedures or related human resource management processes; provides advice and instruction to
agency employees. May set up and participate in seminar sessions in agency offices statewide.

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

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (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) 

SPSA, Opt 1 40070-44-16-000-00-01 Manager of Human Resource Management 

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

[gl SUPERVISOR OR □ LEAD WORKER 

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies 
Human Resources Specialist 19693-44-16-500-1 0-01, -1 0-51 1 
Human Resources Representative 19692-44-16-500a 10-01 1 

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

Requires knowledge, skill and mental development equivalent to completion of four years college with coursework in 
Business or Public Administration and three years of progressively responsible administrative experience in a public or 
business organization. Requires thorough knowledge of the principles and practices of public and business administration; 
collective bargaining contracts and CMS personnel rules as they apply to filling positions. Requires the ability to: travel; 
establish and maintain effective working relationships; interpret bargaining contracts, personnel rules, agency programs, 
policies and procedures; analyze, review and evaluate candidate.skills; communicate with others; evaluate and document 
work of staff; write in a clear and concise manner and to use a PC with related software programs such as word processing, 
database, spreadsheets and electronic mail. Requires ability to speak and write Spanish at a colloquial level. 
Special Skills: Of the three years experience, requires two years experience in the area of hiring under the provisions of the 
CMS Personnel Code and Rules and experience as a certified Rutan interviewer. Requires extensive knowledge of 
personnel-related computer systems and software, including EELS (Electronic Eligible List System), PEERS (Personnel 
Examination and Eligibility Records System) and the CMS Personnel Inquiry System. 

, -10-51 - 3
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