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Pursuant to (5 ILCS 382/) State Services Assurance Act the Illinois Department of Employment Security
is submitting its FY 2022 report on bilingual frontline staff in the Department. The frontline staff is made
up of a Public Service Administrator, Field Qffice Supervisors, Employment Security Program
Representatives, Employment Security Service Representatives, Employment Security Specialists, a
Hearing Referee, an Office Administrator, an Office Associate, and Unemployment Insurance Special
Agents. The language options represented in this bilingual frontline staff report are Chinese, Polish and
Spanish.

5 ILCS 382 requires the Department to maintain at least 127 frontline bilingual staff. Consistent and in
compliance with the requirements of the State Assurances Act, IDES employs 136 bilingual frontline
employees. Furthermore, in 2008 at the inception of the State Assurances Act, IDES had a workforce of
1,508 compared to our current workforce of 1,154. Fluctuations in the state workforce and overall fiscal
situation were not anticipated or allowed for by the provisions of the State Assurances Act. However,
IDES has been able to maintain and increase its bilingual workforce even though its overall workforce
size has declined since 2008, which highlights the Department’s commitment to providing meaningful
access to our services, benefits and programs to the bilingual community.

With the demand for additional bilingual frontline staff or other language needs increasing across the
State of Illinois, IDES is prepared to meet the standard for ensuring effective delivery of essential
services. IDES has been recruiting for and hiring more individuals in bilingual positions due to current
needs and we anticipate our numbers growing during the current fiscal year. As required by the Act, a list
of frontline bilingual employees for the period ending January 2022 is attached, as well as job
descriptions for the bilingual titles.
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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, Employment Security Program Representative (ESPR) 0013650 SPANISH SPEAKING
Albertina
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

DelLeon, 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

33 South State Street | Chicago, Illinois 60603-2802 | www.ides.illinois.gov




J.B. Pritzker
Governor

Kristin A. Richards
Acting Director

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

33 South State Street | Chicago, Illinois 60603-2802 | www.ides.illinois.gov




J.B. Pritzker
Governor

Kristin A. Richards
Acting Director

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 TOTAL: 136
1/31/2022
136

Total number of Bilingual Frontline Staff: 136

Chinese: 1 Polish: 6 Spanish: 129
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POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL
CODE

PQSITION TITLE
QOPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position

Chicago Region/ Pilsen Local Office

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan
Exempt

Existing Position

[0 mMDo21

New/Revised Position

1700 W. 18" Street
Chicago, IL

RC062

J MC149

Employment Security 29 SS 13600-44-51-107-20-31
Field Office Supervisor
3. AGENCY 4. BUREAU/ DIVISION s | e work | i, [ eavor [ SFECE
Existing Position
New/Revised Positi . . . .
IEWDZ;Z\H:::;K of Employment Security Service Delivery/ Field Operations 0 016 | N R
10. SECTION 11. UNIT 2:20 I‘JI'ERANSACTION 13. EFFECTIVE DATE
Existing Position
02/16/2019
New/Revised Position
Service Unit | O MA021 ESTABLISH

O MC022 EXEMPT CODE CHANGE
0 MC024 POSITION NUMBER CHANGE
MC026 CLARIFY
0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
ABOLISH
DOWNWARD REALLOCATION
N O MC150 LATERAL REALLOCATION

0 MC158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30% : 1.

30% 2.

10% 3.

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.

Plans and directs Employment Security programs and services for claimants and employers relevant
to reception/intake, claims processing, benefit claims and payment issues resolutions, 1L 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.

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.

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 Ul 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 37015-44-51-107-00-31 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
SUPERVISOR OR (] LEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
ESPR 13650-44-51-107-21-01 2-5
ESPR, CH, SS 13650-44-51-107-21-21, -31 2-5
ESPR iIntermittent 13651-44-51-107-21-01 2-5
ESPR Intermittent, CH, SS 13651-44-51-107-21-21, -31° 2-5
ESSR 13667-44-51-107-21-01 2-5
ESSR, SS 13667-44-51-107-21-31 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.

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.




ILLINOIS DEPARTMENT OF
C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) | PUNGUAL [ POSTONTTLE [ 5 POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Field Office Supervisor

29 SS

13600-44-51-107-30-31

New/Revised Position

Chicago Region/ Pilsen Local Office

"Service Unit Il

14. WORK LOCATION

Rutan

15. BARGAINING/TERM CODE Exempt

Existing Position

New/Revised Position

3. AGENCY 4. BUREAU/ DIVISION s.emr | ewers | kv | savor | ¥ OFFIcE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 016 N R
10. SECTION 11. UNIT 2;%) I;RANSACTION 13. EFFECTIVE DATE
E

Existing Position

02/16/2019

{0 MA021 ESTABLISH

O MCo022 EXEMPT CODE CHANGE

0 MCo024 POSITION NUMBER CHANGE

X MC026 CLARIFY

0O MCo027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE

O MD021 ABOLISH

O MC149 DOWNWARD REALLOCATION

0 MC150 LATERAL REALLOCATION

1700 W. 18" Street RC062 N | O Mc158 UPWARD REALLOCATION

Chicago, IL

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, pians 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 Ul 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 37015-44-51-107-00-31 - Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X SUPERVISOR OR  [JLEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
ESPR 13650-44-51-107-31-01 2-5
ESPR, SS 13650-44-51-107-31-31 : 2-5
ESPR Intermittent 13651-44-51-107-31-01 . 2-5
ESSR 13667-44-51-107-31-01 2-5
ESSR, CH 13667-44-51-107-31-21 2-5
ESSR, SS 13667-44-51-107-31-31 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.

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.




ILLINOIS DEPARTMENT OF
CM CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) | BlLUNGUAL | PoSTTIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS | 13600-44-53-105-30-31
Field Office Supervisor
3. AGENCY 4. BUREAU/ DIVISION sexwr e Work T 7 A T eavor | ®3FE<E
Existing Position
L Department of Employment Security | Service Delivery/ Field Operations 0o [ose [ N| R
10. SECTION 11. UNIT 12. TRANSACTION 13, EFFECTIVE DATE
Existing Position cone
02/16/2019
New/Revised Position . .
Metro South Region/ Joliet Local Office | Service Unitll D 2y ExAOT CODE GHANGE
Rutan 0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [} MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position [0 MC148 DOWNWARD REALLOCATION
Joliet, IL RC062 N O MC150 LATERAL REALLOCATION
' [J 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) i
% O(F 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 Ul 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. 1 37015-44-53-105-00-01 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X SUPERVISOR  OR [J LEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
ES Program Rep 13650-44-53-105-31-01 2-5
ES Program Rep Intermittent 13651-44-53-105-31-01 2-5
ES Service Rep 13667-44-53-105-31-01 2-5
ES Service Rep, SS 13667-44-53-105-31-31 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.

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.
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CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE

ortoncone | 2- POSITION NUMBER

WORKING TITLE (IF ANY)

Existing Position

New/Revised Position
Employment Security
Field Office Supervisor

29 S8 13600-44-54-102-50-31

3. AGENCY

8. OFFICE
USE

3. EXMT
CODE

6. WORK
COUNTY

7 Al

4. BUREAU/ DIVISION LA

8.AUDIT

Exrsting Position

New/Revised Position

il. Department of Employment Security

Service Delivery/ Field Operations 0 101 R N

10. SECTION

12. TRANSACTION
CODE

11. UNIT 13. EFFECTIVE DATE

Existing Position

11/01/2020

New/Revised Positicn

Northern Region/ Rockford Local Office

ESTABLISH
EXEMPT CCDE CHANGE

Service Unit IV MAD21

MCo22

14. WORK LOCATION

Rutan
Exempt

MCG24
MCO25

POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE CLARIFY

Existing Position

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

MCo27
MC028
MDO21

New/Revised Posticn

Rockford, IL

MC149
MC 150
MC158

DOWNWARD REALLOCATION
LATERAL REALLOCATION
UPWARD REALLOCATION

RCO062 N

OoOooOodo0ar

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30%

30%

10%

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.

Pians and directs Employment Security programs and services for claimants and employers relevant
to receptionfintake, 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.

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.

Establishes and maintains systems to meonitor 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
fevel, establishes and maintains systems to monitor office processes in the application of sections of
the Ul 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 impaosing disciplinary action and adjusting grievances
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-54-102-00-01 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A;
X 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 13650-44-54-103-51-01 2-5
ESPR, S5 13650-44-54-102-51-31 2-5
ESSR 13667-44-54-102-51-01 2-5
ESSR, 55 13667-44-54-102-51-31 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.

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 t¢ understand and respeond to the changing employment needs
of the community; serve as technical infformation rescurce 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 cut position duties in conjunction with Spanish speaking
clients.




D

(C M S [LLINOIS DEPARTMENT OF POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES
1. POSITIONTITLE WORKING TITLE (IF ANY) | 8UNcUa T POSIONTITE T2 "POSITION NUMBER
Existing Pasition
New/Revised Position
Employment Security 22 PO 13600-44-54-103-40-41
Field Office Supervisor
3.AGENCY 4. BUREAU/DIVISION > | Sy | hw | eaun | *SF<E
[Existing Position 07/01/21 - Up)
. location and s
[ New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 016 1 R
10. SECTION 11.UNIT T TRANSACTION 1
Existng Pasion
05/01/2020
New/Revised Pasition Wheelin g
. . Service Unit lll DO MA021 ESTABLISH
Northern Reglon/Aﬂmg-ten-l-its. Local Office _ O MC022 EXEMPTCODE CHANGE
Ruzn | O MCO024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | @ MC026 CLARIFY
Existing Position O MCO027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
_ _ O MDO021 ABOLISH
New/Revised Position RCO0B2 N O MC149 DOWNWARD REALLOCATION
. . . O MC150 LATERAL REALLOCATION
ArlingtenrHeights;4: Wheeling, IL O _MC158 UPWARD REALLOCATION

% OF TIME 16. COM

PLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Underg

evaluati

request
30% 1
30% 2.
10% 3.

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

office operations in the absence of the manager or as directed. Utilizes Polish language to assist clients who

eneral direction, plans and directs Employment Security programs and services for claimants and

on of service delivery programs at the office level; assumes responsibility for overall management of

or need interpretive services.

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 Polish language to assist clients who
request or need interpretive services.

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.

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. Coliaborates 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 Ul 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 Polish 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. Perfomms 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 incumbent of this position.) -

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-54-103-00-01 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X SUPERVISOR OR O LEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
| ESPR : 13650-44-54-103-41-01 - 2-5
| ESPR, PO 13650-44-54-103-41-41 2-5
ESSR 13667-44-54-103-41-01 2-5
ESSR. SS 13667-44-54-103-41-31 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.

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 communtty; 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
Polish language at a colloquial skill level in carrying out position duties in conjunction with Polish speaking clients.




CMS

ILLINOIS DEPARTMENT OF POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE

WORKING TITLE (IF ANY) | PLRGUAL [ POSTONTILE | 2 POSITION NUMBER

Existing Position

New/Revised Position

Employment Security ' 29 SS 13600-44-54-103-50-31
Field Office Supervisor

3. AGENCY

5. EXMT 6. WORK 7.A 9. OFFICE
4. BUREAU/ DIVISION BT T8 WORK T 7 A1 T oo | - 0cr

Existing Position

07/01/21- Up
work location|
section name|

TEWSZSZ";??{Z’& of Employment Security Service Delivery/ Field Operations 0 016 [ | R
10. SECTION 7 ] 11. UNIT ‘ é%gERANSACTION 13 EFFECTIVE DATE
Existing Position

02/16/2019
New/Revised Position Wheeling . '
Northern Region/ Adnglor s Loca Offce | 522 U7 Y B ATz ST e

14. WORK LOCATION

Rutan [0 MCco024 POSITION NUMBER CHANGE
15. BARGAINING/TERM CODE Exempt | BJ MC026 CLARIFY

Existing Position

[0 MC027 ADDITIONAL IDENTICAL CHANGE
O Mco028 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Position

O MC149 DOWNWARD REALLOCATION
RC062 N [0 MC150 LATERAL REALLOCATION

-Adingtor-eighte=l: Wheeling, IL [0 _MC158 UPWARD REALLOCATION

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

30%

30%

10%

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.

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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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 Ul 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 Ianguage 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)

Local Office Manager

PSA, Opt. 1 37015-44-54-103-00-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X] 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 13650-44-54-103-51-01 1
ESSR 13667-44-54-103-51-01 2
ESSR, SS 13667-44-54-103-51-31 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.

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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BLNGUAL | POSITONTILE | 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13600-44-54-107-50-31
Field Office Supervisor
3. AGENCY 4. BUREAU/ DIVISION e | sowork, | 2 | saumir | ® GEFICE
Existing Position
09/01/2020 -

New/Revised Position . . . . --N- gs:ea taentd0 M
IL Department of Employment Security Service Delivery/ Field Operations 0 045 1 R supervisor PN
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE

CODE
Existing Position

02/16/2019
New/Revised Position
; . Service Unit lll O MA021 ESTABLISH
Northern Region/ North Aurora Local Office ] MC022 EXEMPT CODE CHANGE
Rutan | (] MC024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [X] MC026 CLARIFY
Existing Position [ MCo27 ADDITIONAL IDENTICAL CHANGE

O MCo028 WORK COUNTY CHANGE

O MD021 ABOLISH
New/Revised Position RC062 N [0 MC149 DOWNWARD REALLOCATION

0O MC150 LATERAL REALLOCATION
North Aurora, IL [] MC158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30%

30%

10%

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.

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.

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.

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 ESSENTIALFUNCTIONS (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 Ul 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.)

PSA, Opt. 1 37015-44-54-107-00-01 , WORKING TITLE (IF ANY)

cAd=5d=H7=60 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X] SUPERVISOR OR [J LEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITIONTITLE WORKING TITLE (IF ANY) | ®Ltevel [ eosmon iiie T2 POS|TION NUMBER
Existing Position
New/R evised Position
Employment Security 29 S8 13600-44-55-108-60-31
Field Office Supervisor
3. AGENCY 4. BUREAU/ DIVISION s o Tos wore 77 & T o | ° o
[Exsing Fosion
ew/~evised Fosition R R B _ N
IL Department of Employment Security Service Delivery/ Fiekd Operations 0 072 | 1 R
10. SECTION 11. UNIT TZTRANSACTION 13. EFFECTIVE DATE
Existing Position =2E
08/16/2020
New/Revised Pesitron ] i
Northwest Region/ Peoria Local Office Service Unit V B T o ODE CHANGE
Ruln | O MC024 POSITIONNUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | ] MC026 CLARIFY
Exisiing Fosition 0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORKCOUNTY CHANGE
€ MD021 ABOLISH
New/Revised Position 0O MC148 DOWMWARD REALLQCATION
. RC0O&82 N O MC150 LATERAL REALLOCATION
Peoria, IL O _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
reguest 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 theimplementation of comective 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 PGSITION ESSENTIAL FUNCTIONS {Continued)

10% 4. Collaborates in plarning, 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 Ul 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. POSITICN 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 incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt 1 37015-44-55-108-00-01 Local Office Manager

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

B SUPERVISOR OR [ 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 tifle, position number, and number of subordinate incumbents or authorized funded
headcount:

Position Title

Position Number

No. of Incumbents or Funded Vacancies

I

ESPR 13650-44-55-108-61-01 2-5
ESPR, S8 13650-44-55-108-61-31 2-5
ESSR 13667-44-55-108-61-01 2-5
ESSR, SS 13667-44-55-108-61-31 2-5

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE CR CERTIFICATION NECESSARY FOR THE SUCCESSFUL
PERFORMANCE OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND
ABILITIES AND LICENSURE OR CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION”
CANNO 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

CODE

BILINGUAL

POSITION TITLE
OPTION CODE

2. POSITION NUMBER

Existing Position

" New/Revised Position
Employment Security
Field Office Supervisor

29

SS

13600-44-60-101-40-31

3. AGENCY

4. BUREAU/ DIVISION

5. EXMT
CODE

6. WORK 7.AM
COUNTY

9. OFFICE
8.AUDIT USE

Existing Position

Service Delivery/ Call Center Operations

New/Revised Position

IL Department of Employment Security

Service Delivery/ Field Operations

0 022 | N R

10. SECTION

11. UNIT

12. TRANSACTION
CODE

13. EFFECTIVE DATE

Existing Position

Lombard Call Center — Section A

New/Revised Position

Call Center Operations/ Lombard Call
Center — Section A

Service Unit A4

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan
Exempt

Existing Position

New/Revised Position

Lombard, IL

RC062

N

02/16/2019

0 MA021 ESTABLISH
O MC022 EXEMPT CODE CHANGE

3 mMCo024 POSITION NUMBER CHANGE

B MC026 CLARIFY

[] mMC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE

O MD021 ABOLISH

[0 MC149 DOWNWARD REALLOCATION

0 MC150 LATERAL REALLOCATION

O MC158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

30% 1.

30% 2.

10% 3.

r.\

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.

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. .

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.

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 U! 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. 1 37015-44-60-101-00-01 Call Center Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
X SUPERVISOR OR [J LEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
ES Program Rep 13650-44-60-101-41-01 3-10
ES Program Rep, SS 13650-44-60-101-41-31 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.

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.




CMS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) | BLNGUAL T POSTIONTALE | 2 POSITION NUMBER

Existing Position

New/Revised Position

Employment Security 22 PO 13600-44-60-102-30-41

Field Office Supervisor

3. AGENCY 4. BUREAU/ DIVISION 5. %“STE eévggm ZbAT’,'_‘ 8.AUDIT 8- SQE'CE

Existing Position

Service Delivery/ Call Center Operations

New/Revised Position

IL Department of Employment Security Service Delivery/ Field Operations 0 022 | N R

10. SECTION 11. UNIT (1:20 ggANSACTION 13. EFFECTIVE DATE
Existing Position

Lombard Call Center- Section B 02/16/2019

New/Revised Position

{0 MA021 ESTABLISH

Call Center Operations/ Lombard Call Service Unit B-3 ] MC022 EXEMPT CODE CHANGE
Center- Section B

Rutan [0 MCo024 POSITION NUMBER CHANGE

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

Existing Position

[0 MC027 ADDITIONAL IDENTICAL CHANGE
0O MCo028 WORK COUNTY CHANGE
O mDo02t ABOLISH

New/Revised Position

O MC148 DOWNWARD REALLOCATION
RC062 N O MC150 LATERAL REALLOCATION

Lombard, IL [] 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 Polish 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 Polish 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 Ul 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 Polish 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. PO1 37015-44-60-102-00-41 Call Center Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A;
X! SUPERVISOR OR  [JLEAD WORKER
NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a

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

headcount:
Position Title Position Number No. of Incumbents or Funded Vacancies
ES Program Rep 13650-44-60-102-31-01 10-40
ES Program Rep, PO 13650-44-60-102-31-41 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.

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
Polish language at a colloquial skill level in carrying out position duties in conjunction with Polish speaking clients.




CM S ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE {IF ANY})

BILINGUAL
CODE

POSITION TITLE
CPTION CODE

2. POSITION NUMBER

Existing Posibion

13600-44-60-102-40-01

New/Revised Position

Employment Security 29 SS 13600-44-60-102-40-31
Field Office Supervisor
3. AGENCY 4. BUREAL/ DIVISION s el | smoRe | AL | savom | B OEECE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 022 1 R
10. SECTION 11, UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
11/01/2020
MNew/Revised Pastion
Call Center Operations/ Lombard Call Service Unit B-4 E M'égi; EiTEﬁ.,BpLT'SCHQDE CHANGE
Center — Section B
Rutan | [ MCC24 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MCO26 CLARIFY
Existing Fosilion [0 MCC27 ADDITIONAL IDENTICAL CHANGE
[] MC026 WORK COUNTY CHANGE
[ mbez21 ABCLISH
New/Revised Posiion . N [0 MC148 DOWNWARD REALLOCATION
062 O MC150 LATERAL REALLOCATION
Lombard, IL [ 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 Labeor
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. Pflans, 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 Ul 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.
5% 7. Performs other duties as required or assigned which are reasonably within the scope of the duties

enumerated above.

17. POSITION TITLE AND NUMBER 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. PO1 37015-44-50-102-00-41 Call Center Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A;
B 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 nurmber, and number of subordinate incumbents or authorized funded

headcount:
Pasition Title Position Number No. of Incumbents or Funded Vacancies
ES Program Rep 13650-44-80-102-41-01 3-10
ES Program Rep, S8 13650-44-680-102-41-31 2-5
ES Program Rep Int, S8 13651-44-60-102-41-31 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.

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.
Reguires 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

1. POSITIONTITLE

WORKING TITLE (IF ANY) BIONGUAL

POSITION DESCRIPT ION

POSITION TITLE

OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Program Representative

29

SS

13650-44-22-320-21-31

3. AGENCY

4. BUREAU/ DIVISION

8 OFFICE
USE

S EXMT | & WORK 7. AN

COtE county | autn | 8AWOIT

E)'uslmg Position

New/Revised Postion
IL Department of Employment Security

Insurance Programs

Service Delivery/ Unemployment

r | N

0 084 | 2

10. SECTION

12. TRANSACTION 3 EFFECTIVE DATE

-

11.UNIT .
. CODE

["Existng Positon

05/01/2020

Claims

" [ New/Revised Posiion

MAD21 ESTABLISH

Special Programs
MC022 EXEMPTCODE CHANGE

14. WORK LOCATION

Rutan
Exempt

MC024 POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE MC026 CLARIFY

Existing Position

MCO027 ADDITIONAL IDENTICAL CHANGE
MC028 WORK COUNTY CHANGE
MDO021 ABOLISH

New/Revised Position

Springfield, IL

MC149 DOWNWARD REALLOCATION
RC062 N MC150 LATERAL REALLOCATION
MC 158 UPWARD REALLOCATION

oooooooooe

% 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 benéfit 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 ights interviews
with clients to determine unemployment insurance claims monetary and nonmonetary eligibility and
discemn 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 fanguage 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 benéfit 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 servnce delivery area other than the
primary assigned office.
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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.) .

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.




CMS

ILLINOIS DEPARTMENT OF

POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BINGUAL T PoSITONTTLE | 2. POSITION NUMBER
Existing Position
New/Revised Position .
Employment Security 29 SS 13650-44-51-101-21-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION sBMT TS WORK T 2p, | savorr | * 058
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
; ; : Service Unit | [] MA021 ESTABLISH
Chicago Region/ Lawrence Local Office E] MC022 EXEMPT CODE CHANGE
Rutan | [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15, BARGAINING/TERM CODE Exempt | [Q] MC026 CLARIFY
Existing Position OO MC027 ADDITIONAL IDENTICAL CHANGE
£] MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position C] MC148 DOWNWARD REALLOCATION
2444 West Lawrence RC062 N O MC150 LATERAL REALLOCATION
) . O MC158 UPWARD REALLOCATION
Chicago, IL
% 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. 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 lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the lllinois Benefit Information System (1BIS), 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.
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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 utilizes data. 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 OF IMMEDIATE SUPERVISOR (Responsible for assigning and revuewmg 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

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 posmon dutles in
conjunction with Spanish speaking clients. - :




ILLINOIS DEPARTMENT OF
CMS CENTRAL MANAGEMENT SERVICES : POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL T POSITONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 22 PO 13650-44-51-101-31-41
Program Representative
3. AGENCY 4. BUREAU/ DIVISION S EXMT | Comonx, o savor | ® oRrice
Existing Position
New/Revised Position ) . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | Y R Cw
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position SODE :’t‘
02/16/2019
New/Revised Position . .
Chicago Region/ Lawrence Local Office Service Unit i D EXEMPT BODE CHANGE
Ratan | [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [{ MC026 CLARIFY
Existing Pasition (0 MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position [] MC149 DOWNWARD REALLOCATION
2444 West Lawrence RC062 N 0 MC150 LATERAL REALLOCATION
O MC158 UPWARD REALLOCATION
Chicago, IL
% 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 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 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 (lJL) 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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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 Polish 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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-51-101-30-01

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

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

time percentage(s) allotted.
if a box was checked above, list position title, position number, and number of subordinate incumbents 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 Polish language at a colloquial skill level in carrying out position duties in conjunction
with Polish speaking clients. e -
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1.POSITIONTITLE WORKING TITLE (IF ANY) suneuaL T PoSImONTTLE [ 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-51-102-10-31
Program Representative
3.AGENCY 4. BUREAU/ DIVISION > oo | “commy | mumw | saver | ® O
[~Existing Postion
[“New/Revised Position X . X R
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | 2 R N
10. SECTION 11. UNIT gbggﬂm T3 EFFECTVEDATE
Existing Posiion
05/16/2020
New/Rewvised Position
Chicago Region/ 71st Street Local Office ) S 322?2 Ei;ﬁé}%“ooe CHANGE
Rutan O MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | O MCO026 CLARIFY
Existing Position ‘ O MC027 ADDITIONAL IDENTICAL CHANGE
0O MC028 WORK COUNTY CHANGE
0O MDO021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
O MC150 LATERAL REALLOCATION
Daley College RC062 N | 0 Mc1ss UPWARDREALLOCATION
7500 S. Pulaski; Chicago, IL

% 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. 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;
processes and extracts data using automated data systems; refers clients with complex issues and service
needs to the 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. 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 nghts interviews with clients to determine unemployment insurance claims monetary
eligibility and discem employment history and work status; provides information on available job
training and/or educational programs; provides information onthe use of the IL Labor Exchange
system, detemmines relevant services 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. Utilizes Spanish language to
assist clients who request or need interpretive services.

25% 2. Perfomms functions related to receipt, review, entry, analysis and resolution of all types of routine,
complex and specia claims on benefit entitement programs administered by the lllinois Department
of Employment Security (IDES); processes client vouchers or eligibility forms for target funded or tax
incentive programs. Loads and extracts claims data using automated systemsincluding but not
limited to the lllinois Benefit Information System (IBIS), lllinois Job Link (IJL) and GenTax.:
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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 lllinos Department of Employment
Security (IDES) and pariner agencies. 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 suitable 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 training programs or 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. Utilizes Spanish language to assist clients who request or need
interpretive services.

10% 4. Adjudicates minor benefit claim issues, providing eligibility determinations for routine, initial or
continued claims; investigates, researches, and explains case disposition; provides written
determinations; conducts reconsidered detemminations and accepts appeals.

10% 5. Provides services under special contract programs; advises clients on work attitudes, habits,
relationships and attire as related to a specific job referral; refers clients with more complex or
specialized service 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 utilizes data.

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 incumbent of this position.) :

WORKING TITLE (IF ANY)

PSA, Opt 1 37015-44-51-102-00-01 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
O SUPERVISOR OR [0 LEAD WORKER

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

time percentage(s) allotted.
If a box was checked above, listposition 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, skills and mental development equivalent to four years college with academic background in
socialbehavioral sciences or business; or requires two years (3,000 work hours) of experience as a department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 intemet. 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security
Program Representative

29 SS 13650-44-51-102-31-31

5. EXMT 6. WORK 7.A1 9. OFFICE

il
C%RW/M) W40

3. AGENCY 4. BUREAU/ DIVISION CODE counTy | AuTH | 8AUDIT USE
Existing Position
New/Revised Position . . . f
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position ConE
02/16/2019
New/Revised Position .
Chicago Region/ 71st Street Local Office Service Unit Il e EXEMPT BODE CHANGE
Rutan [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
{J MC028 WORK COUNTY CHANGE
0 MDo021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
1515 East 71st Street RC062 N O MC150 LATERAL REALLOCATION
[0 MC158 UPWARD REALLOCATION
Chicago, IL
% 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 lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois 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. ‘

o e T
DIRECTOR OR CMS SMENATURE II\IIII\{I‘EDIATE SUPERVISOR SIGNATURE | AGENCY HEAD SI% ; DATE
‘ ] e ' :
} }2‘("27 . MAR 28 ok boogy - A2 A 03/22/2019
—

L5 -

b
BY:




16. (CONTINUED)

% OF TIME

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

20%

10%

10%

05%

05%

3.

6.

7.

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.

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.

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

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

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

Employment Security Field Office Supervisor 13600-44-51-102-30-01

WORKING TITLE (IF ANY)

18. CHECK THE APPROPRIATE BOX IF THIS POSITIONIS A:

O SUPERVISOR OR  [JLEAD WORKER

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

time percentage(s) allotted.

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

headcount:

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 posmon duties in
conjunction with Spanish speaking clients.




C MS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL | POSITIONTITLE [ 5 POSITION NUMBER

CODE OPTION CODE

Existing Pasition

New/Revised Position

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

3. AGENCY

4. BUREAU/DIVISION s.exur | ework | ko | savoir | > GEECE

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

Service Unit | [0 MA021 ESTABLISH

Chicago Region/ Pilsen Local Office O MC022 EXEMPT CODE CHANGE

Rutan O mCo024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MCO026 CLARIFY

Existing Position

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

Chicago, IL

New/Revised Position

1700 West 18th Street RC062 N [0 MC150 LATERAL REALLOCATION

[0 MC149 DOWNWARD REALLOCATION
O 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 Chinese 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
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 Chinese 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 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.
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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 Chinese 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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-51-107-20-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 Chinese language at a colloquial skill level in carrying out pos|t|on duties in
conjunction with Chinese speaking clients.




CM

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BUNGUAL [ POSITONTILE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-51-107-21-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION SEXT | Comork, | rmny | savor | 9EReE
Existing Position
New/Revised Position . 5 . .
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13, EFFECTIVE DATE
Existing Position LOBE
02/16/2019
New/Revised Position . .
Chicago Region/ Pilsen Local Office Service Unit | D EXEMPT GODE CHANGE
Rutan [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
3 MD021 ABOLISH
New/Revised Position ] MC149 DOWNWARD REALLOCATION
1700 West 18th Street RC062 N ] MC150 LATERAL REALLOCATION
. O mC158 UPWARD REALLOCATION
Chicago, IL ,
% 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 entittement 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-51-107-20-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an -effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 POSITION DESCRIPTION

C M CENTRAL MANAGEMENT SERVICES
1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL 1 POSTTIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-51-107-31-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION s.Exur [ e WoRK | Il | savor | *OEECE
Existing Position
New/Revised Position . . . R
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 2:2. TRANSACTION 13. EFFECTIVE DATE
ODE
Existing Position
02/16/2019
New/Revised Position
i ; ; : Service Unit Il [ MA021 ESTABLISH
Chicago Region/ Pilsen Local Office 0] MC022 EXEMPT CODE CHANGE
A Rutan 0 mMco24 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | ] MC026 CLARIFY
Existing Position [J MC027 ADDITIONAL IDENTICAL CHANGE
O MCo028 WORK COUNTY CHANGE
[d MD021 ABOLISH
New/Revised Position i 0 MC148 DOWNWARD REALLOCATION
1700 West 18th Street RC062 N [0 MC150 LATERAL REALLOCATION
) O MC158 UPWARD REALLOCATION
Chicago, IL

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

25% 1,

25% 2.

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.

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 unemplioyment 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 lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-51-107-30-31

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

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

time percentage(s) allotted.
If a box was checked above, list position title, position number, and number of subordinate incumbents 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. posmon dutles in
conjunction with Spanish speaking clients. N :
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POSITION DESCRIPTION
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1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL T PosITioNTITLE T2, POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-53-101-21-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION 5 g’é’g; EY iu}'\rnﬂ sauoir | OFTICE
Existing Position
rfwgzgzr;::‘;;t of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position £0E
02/16/2019
New/Revised Position ] ]
Metro South Region/ Harvey Local Office Service Unit | , Ry EtAPT CODE CHANGE
Rutan | [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [} MC026 CLARIFY
Existing Position [ MC027 ADDITIONAL IDENTICAL CHANGE
[0 MC028 WORK COUNTY CHANGE
[J MD021 ABOLISH
New/Revised Position {0 MC149 DOWNWARD REALLOCATION
Harvey, IL RC062 N 0O MC150 LATERAL REALLOCATION
' [1 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 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.
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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, salicits 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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-53-101-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 dutles in
conjunction with Spanish speaking clients.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BINGUAL | POSTIONTITLE | 2 POSITION NUMBER
Existing Position
13650-44-53-220-42-31
New/Revised Position
Employment Security 29 SS | 13650-44-53-104-10-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION sovt Tework T 7l [ gaupr [ & OFCE
Existing Position
New/Revised Position . j j .
IL Department of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 12 TRANSACTION 13, EFFECTIVE DATE
Existing Position .
Metro South Region Employment Services 07/16/2018
New/Revised Position
Metro South Region/ Burbank Local Office D Ny EXEMAT SODE CHANGE
Rutan | [} MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [} MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position RC062 N H MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Maywood, IL 0 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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16. (CONTINUED)

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

10% 4. Adjudicates minor 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.

10% 5. Provides services under special contract programs; advises clients on work attitudes, habits,
relationships and attire as related to a specific job referral transferring more complex or specialized
service to fellow office staff. Conducts employment workshops to enhance client employability.
Assists clients with registration and claims as work flow necessitates; processes data from file
construction and maintenance for all appropriate IDES automated data files; extracts and utilizes data
as appropriate.

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
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-53-104-00-01 Local Office Manager

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
{1 SUPERVISOR OR [] LEAD WORKER

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent staff member. Requires working knowledge of those
provisions of the 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; determine an effective work
search plan for clients and identification of inappropriate work search efforts; effectively organize and analyze pertinent
information 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.




CMS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BINGUAL T POSITONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position . ]
Employment Security 29 SS 13650-44-53-104-31-31
Program Representative
3. AGENCY 4, BUREAU/ DIVISION s.exwr | S WORK | ZAL | savorr | *SEESE
Existing Position
IL Department of Employment Security Service Delivery/ Field Operations o |06 |Y]| R
10. SECTION 11. UNIT 12. TRANSACTION 13, EFFECTIVE DATE
Existing Position S
02/16/2019
New/Revised Position . .
Metro South Region/ Burbank Local Office | Service Unitl D e DE CHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [X] MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
[0 MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
Burbank. 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 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. Utlllzes 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 lllinois 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 (1JL) 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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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 lilinois 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 utilizes data. 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 OF IMMEDIATE SUPERVISOR (ResponS|bIe 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 13600-44-53-104-30-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 colloqulal skill level in carrying out position duties in
conjunction with Spanish speaking clients.




( :M ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL POSITION TITLE

CODE

OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Program Representative

29

SS

13650-44-53-105-41-31

3. AGENCY

4. BUREAU/ DIVISION

5. EXMT
CODE

6. WORK
COUNTY

7.A1

AUt | eAuDiT

9. OFFICE
USE

Existing Position

New/Revised Position

IL Department of Employment Security Service Delivery/ Field Operations 0 099 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE

Existing Position

02/16/2019
New/Revised Position

; ; : Service Unit lll [0 MA021 ESTABLISH
Metro South Region/ Joliet Local Office ] MC022 EXEMPT CODE CHANGE
Rutan | [] MC024 POSITION NUMBER CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE

0 MC028 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Position

Joliet, IL

] MC149 DOWNWARD REALLOCATION
RC062 N- | O MC150 LATERAL REALLOCATION
] MC158 UPWARD REALLOCATION

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

25% 1.

25% 2.

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.

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 entittement 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.
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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 utilizes data. 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 thé 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)

Employment Security Field Office Supervisor 13600-44-53-105-40-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/lbehavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search pian for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. "




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL | POSITONTITLE | 2. POSITION NUMBER
Existing Position
13650-44-54-220-41-31
New/Revised Position
Employment Security 29 SS 13650-44-54-102-10-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION soxur [ 6 WoRK | 7 | sauor [ ® SRS
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 056 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position .
Northern Region Employment Services 07/16/2018
New/Revised Position
. ) 0 MA021 ESTABLISH
Northern Region/ Rockford Local Office C] MC022 EXEMPT CODE CHANGE
Rutan | [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
{J MD021 ABOLISH
New/Revised Position RCO62 N B MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Woodstock, IL 00 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 seif-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 entitiement
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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16. (CONTINUED)

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

10% 4. Adjudicates minor 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.

10% 5. Provides services under special contract programs; advises clients on work attitudes, habits,
relationships and attire as related to a specific job referral transferring more complex or specialized
service to fellow office staff. Conducts employment workshops to enhance client employability.
Assists clients with registration and claims as work flow necessitates; processes data from file
construction and maintenance for all appropriate IDES automated data files; extracts and utilizes data
as appropriate.

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
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-54-102-00-01 Local Office Manager

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

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

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

Position Title Position Number No. of incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent staff member. Requires working knowledge of those
provisions of the 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; determine an effective work
search plan for clients and identification of inappropriate work search efforts; effectively organize and analyze pertinent
information 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.
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ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BINGUAL T POSIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-54-102-21-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION s BT T e WoRk |z, | savor | ®3EFc"
Existing Position
New/Revised Position . . . ;
IL Department of Employment Security Service Delivery/ Field Operations 0 101 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position SOBE
02/16/2019
New/Revised Position . .
Northern Region/ Rockford Local Office Service Unit | D EXEMPT CODE CHANGE
Rutan [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
[0 Mco028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position O MC148 DOWNWARD REALLOCATION
Rockford, L RC062 N O e e e oA Tion
% 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 lliinois 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-54-102-20-01

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

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

time percentage(s) allotted.
If 2 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




C h}IS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POS IO T, LE WORKING TITLE {IF ANY) BILNGLAL | POSIIONTILE | 2 POSITION NUMBER
Ex 5ling Pz ro-
fraw/Ie 103 Pasit o0
Employme Sec.rity 29 SS 13650-44-54-102-31-31
Prog-am Represantative
3. AGENCY 4. BUREAU/ DIVISION SEMT | SWoRK ] AL F aauor | S CEECE
E=sinz Pos o
Hzwiew 22 Posito . . . : N
IL Departme-t of Employment Security Service Delivery/ Field Operations 0 101 2 R
10, SECICH 11. UNIT 12, TRANSACTION 13, EFFECTIVE DATE
CODE
SHsing Prare”
12/01/2019
tew/Rzvsed Foeltcn ) .
Nerthen Region.’ Roc<ford Local Office Service Unit Il B oo o GHANGE
Rutan 1 MC024 POSITION NUMBER CHANGE
14, WOR< _OCATICY 15. BARGAINING/TERM CODE Exempt | [Q MCD26 CLARIFY
Ssting Prsite” O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
0O MD021 ABOLISH
Lewiee sed Fosite O MC148 DOWNWARD REALLOCATION
Peoexfors IL RC062 N O MC150 LATERAL REALLOCATION
J MC158 UPWARD REALLOCATION
%= OF TIM= 15. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Urder 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 cther federal or trade readjustment;
czducts benefit rights interviews; provides orientation and clarifies eligibility factors; adjudicates
noseparation benefit claim issues. Using the IL Labor Exchange system, selects suitable job openings for
apolicants, provides referrals, placement and follow-up services on available job orders or training programs;
lozds and extracts claims data using automated systems; refers clients with complex issues and/or service
ne2ds to relevant office or partner staff; establishes and maintains activity reports. As directed, perfarms
tr=se duties for assigned worksites within the service delivery area other than the primary assigned office.
T-avels to fairs and worksites. Utilizes Spanish language to assist clients who request or need interpretive
SE Vices.

23% 1. Assesses and addresses client Unemployment [nsurance 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
othar 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,
cormplex 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 (I1BIS), Illinois Job Link {IJL) and GenTax. As
directed, performs these duties for assigned worksitas within the service delivery area other than the
primary assigned office.
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16. (CONTINUED) i

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

20% 3. Assists clients with various programs and services coffered by the lliinois 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 seif-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 referrais; 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 anc
claims,; processes data from file construction and maintenance for all relevant IDES automated data fil=s;
extracts and utilizes data. As directed, performs these duties for assigned worksites within the service
delivery area other than the primary assigned office.

05% 8. Establishes and maintains aclivity reports to demonstrate work activity and detail time charging.

05% 7. Performs other duties as required or assigned which are reascnably 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)

Employment Security Field Office Supervisor 13600-44-54-102-30-01

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

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

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

Position Title Pasition Number No. of incumbents or Funded Vacancies

N/A

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

Requires knowledge, skills and mental development equivalent to four years coliege with academic background in
social/behavioral sciences or business; or requires two years (3,000 work hours) of experience as a department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business, or four years (6,000 work hours) as a department intermittent 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 (UI) 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

| 1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY)

2. POSITION NUMBER

Existing Position

13650-44-54-220-43-31

New/Revised Position

date to

Employment Security 29 SS | 13650-44-54-103-10-31
Program Representative
| 3 AGENCY 4, BUREAU/ DIVISION S oonE | Conomes | kg | savor | @ QEFcE

Existing Position 07/01/21 - Up

New/Revised Position ectenname

"_ Department of Employment Security SerVice Delivery’ F|e|d Operations 0 049 2 ¥ R

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

Existing Position LQDE

Northern Region Employment Services 07/16/2018

New/Revised Position Wheeli ng

g?f:(t:r;ern Region/ Arlmgton Heights Local Ell Mo B E GHANGE

Rutan | [} MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Position O MC149 DOWNWARD REALLOCATION

Waukegan, IL RC062 N | 5 MGiss UPWARD REALLOGATION

% 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. Usingthe 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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16. (CONTINUED)

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

10% 4. Adjudicates minor 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.

10% 5. Provides services under special contract programs; advises clients on work attitudes, habits,
relationships and attire as related to a specific job referral transferring more complex or specialized
service to fellow office staff. Conducts employment workshops to enhance client employability.
Assists clients with registration and claims as work flow necessitates; processes data from file
construction and maintenance for all appropriate IDES automated data files; extracts and utilizes data
as appropriate.

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
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-54-103-31-01 Local Office Manager

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent staff member. Requires working knowledge of those
provisions of the 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; determine an effective work
search plan for clients and identification of inappropriate work search efforts; effectively organize and analyze pertinent
information 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.




C MS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL T POSTONTITLE T2, POSITION NUMBER

Existing Position

New/Revised Position

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

Program Representative

3. AGENCY 4. BUREAU/ DIVISION >t | Ccoonny | mow | savom | * OFFCE

Existing Position ?07 v?:?rﬂ

section name

New/Revised Position . . . .

IL Department of Employment Security Service Delivery/ Field Operations 0 016 |2 y| R

10. SECTION 11. UNIT & gERANSACTION 13_ EFFECTIVE DATE

Existing Position

02/16/2019
New/Revised Position Wheeling
g?f(thern Region/ AringtorrHeights:Local Service Unit Il B Meos? E%’,,\,,?,LT'SCHODE CHANGE
ice
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Position [0 MC149 DOWNWARD REALLOCATION

Avlington-Heightsr-H. Wheeling, IL RCO62 N | B Meis UPWARD REALLOGATION

% 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 entittement 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 InNformation 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-54-103-30-01

| 18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
[0 SUPERVISOR  OR [0 LEAD WORKER

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. '
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1.POSITIONTITLE WORKING TITLE (IF ANY) BIUNGUAL [ POSTIONTITE | 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 22 PO 13650-44-54-1034141
Program Representative _ _
3. AGENCY 4. BUREAU/ DIVISION seMT TewWork TTan T om | ° e
[ B postien [ s
section name
',',f“D’":;aan' et of Employment Security Service Delivery/ Field Operations o [ole|2] R
10. SECTION 11. UNIT &;gANSACT'ON .
[~ Existing Position
05/01/2020
New/Revised Position Whee“ng . .
Northem Region/ ArlingtorrHts=Local Office | Service Unit i B XEMAT CODE CHANGE
Rutan 0O MCo024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | O MCO026 CLARIFY
Existing Position 0O MC027 ADDMONAL IDENTICAL CHANGE
0O MC028 WORK COUNTY CHANGE
0O MDO021 ABOLISH
New/Revised Position 0O MC149 DOWNWARD REALLOCATION
AdlingtorrHeights; k- Wheeling, IL RC062 N | B Wit UPWARDREALLOGATION
% 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-Pey ser 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 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
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, 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 specia claims on benefit entitement programs administered by the lllinois Department of
Employment Security (IDES). Loads and exfracts 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.
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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 Polish 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 employ ment 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, 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 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.)

WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600-44-54-103-40-41

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
O 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. 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information for the detemmination
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 intemet. Requires ability to travel. 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.
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1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL | POSITIONTITLE | 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-54-103-61-31
Program Representative
3. AGENCY 4. BUREAU/ DVISION > Eoor | “coonsy | aiva | savorm | ® oFFcE
Existing Position 07/01/21 - Upd
work location a
Fliwg:;eadr;::tg;t of Employment Security Service Delivery/ Field Operations 0 016 |2 x| R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Position Whee | i ng
Northern Region/ Arlingten-Heights Local Service Unit V E MOoaD EXEMPT GODE CHANGE
Office
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE | Exempt | X MC026 CLARIFY
Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O mD021 ABOLISH
New/Revised Position [0 MC149 DOWNWARD REALLOCATION
Arlington-Heights;-. Wheeling, IL RC002 N | B Mcis 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 entittement 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-54-103-60-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.
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POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Program Representative

29 SS

13650-44-54-105-21-31

3. AGENCY

4. BUREAU/ DIVISION

5. EXMT
CODE

6. WORK 7. M

couNty | AuTH | 8AUDIT

USE

Existing Position

New/Revised Position

{L Department of Employment Security

Service Delivery/ Field Operations

0 045 | Y R

10. SECTION

11. UNIT

12. TRANSACTION 13. EFFECTIVE DATE
CODE

Existing Position

0. OFFICE |

02/16/2019
New/Revised Position
. . . \ . [0 MA021 ESTABLISH
Northern Region/ Carpentersville Processing | Service Unit | 0 MC022 EXEMPT CODE CHANGE
Center -
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position [] MC027 ADDITIONAL IDENTICAL CHANGE
[0 MC028 WORK COUNTY CHANGE
O MDO021 ABOLISH
New/Revised Position RC062 N O MC149 DOWNWARD REALLOCATION
. ] MC150 LATERAL REALLOCATION
Carpentersville, IL [] 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 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.
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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 utilizes data. 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 éctivity 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
for the incumbent of this position.)

WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600-44-54-105-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. '
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ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

.15;5 ::ZSPLT;“C:? TITLE WORKING TITLE (IF ANY) BIINGUAL T POSITONTTLE | 2. POSITION NUMBER
New/Revised Position
Employment Security 29 SS | 13650-44-54-105-31-31
Program Representative
3. AGENCY 4, BUREAU/ DIVISION S.EXMT | 6 WORK | 2% | savorr | *9CEF
Existing Position
IL Department of Employment Security Service Delivery/ Field Operations o |oa5 | Y| R
10. SECTION 11. UNIT 12. TRANSACTION 13, EFFECTIVE DATE
Existing Position CODE
02/16/2019
New/Revised Position
Northern Region/ Carpentersville Processing | Service Unit |l B A Eig’;,.’i.LT'SCHODE CHANGE
Center
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
] MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position 0 MC149 DOWNWARD REALLOCATION
Carpentersville, IL RC062 N | B Meise 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 Ilinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Hllinois 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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. TINUED -
:/? O(gglt:\/IE :6. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

9 i lients with various programs and services offered by the lllinois Department of E‘mployment
20% > gzz|j:;yc(lDES) and partnerp ag%ncies. Assists or registers job geekers and .employers. using the IL Labor
Exchange system. Assesses, researches and selects c;hent §k|l|s; reft_ars cIuent; to t(alnnng programs of
employers and hiring fairs for job interviews; selects su'ltable job openings as listed in the IL Labor
Exchange system for applicants requiring services available through computer programs gnd co.ntacts
employers; trains clients to use and interpret self-assessment vqcatlonal gxp!orattqn tools; provndfes
clients with information regarding training programs or selected ]obs.and job interview procegiures, follows
up on training programs or job orders for employers requesting service from IDES to determl.ne.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 dnrepted,
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 utilizes data. 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
i 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)

Employment Security Field Office Supervi'sor 13600-44-54-105-30-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL
PERFORMANCE OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND

ABILITIES AND LICENSURE OR CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE “SAME AS SPECIFICATION”
CAN NO LONGER BE USED.

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL | 'POSITIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-54-107-41-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION s.EXMT | SORK | B | savorr | ® OFFICE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 045 | Y R
10. SECTION 11. UNIT 12, TRANSACTION 13 EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Position
; : Service Unit Il O MA021 ESTABLISH
Northern Region/ North Aurora Local Office O] MC022 EXEMPT CODE CHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt [ [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position RCOB2 N O MC149 DOWNWARD REALLOCATION
O MC150 LATERAL REALLOCATION
North Aurora, IL [0 MC158 UPWARD REALLOCATION

CMS-184 (ReV. 10/98)/iL 401-0794 S
%ﬁ /7 &% S7772

% 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 entittement 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), Hllinois 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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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-54-107-40-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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/lbehavioral sciences or business; or requires two years (3,000 work hours) of experience as a department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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 empioyment service needs. Requires the
ability to effectively communicate with employers and/or clients; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information for the detérmination
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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE

OSTONTITLE | 2. POSITION NUMBER

WORKING TITLE (IF ANY)

Existing Position

New/Revised Position

Employment Security
Program Representative

29

SS

13650-44-54-107-51-31

3. AGENCY 4. BUREAU/ DIVISION 5'5’3’3; e'c‘gﬂﬁ.ﬁy }U‘}"H 8.AUDIT 8- SEE‘CE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 045 | Y R
10. SECTION 11, UNIT 12. TRANSACTION 13 EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Position
. . Service Unit Il O MA021 ESTABLISH
Northern Region/ North Aurora Local Office 0 MC022 EXEMPT CODE CHANGE
Rutan O MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | BJ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Position RCOGZ N 0 MC149 DOWNWARD REALLOCATION
0 MC150 LATERAL REALLOCATION
North Aurora, IL [0 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 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.

, A= 7T
DIRECTOR ws GNATURE IMMEDIATE SUPERVISOR SIGNATURE = | AGENCY HEAD &wu DATE
o7 b é MAY 01 2019 ] k khgf%m 03/22/2019
eW 10/9aL 401-0794 L/

i i
BY:

&/«/;




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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-54-107-50-31

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A.
[JSUPERVISOR OR  []LEAD WORKER

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

time percentage(s) allotted.
If a bax 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. : ' .

-




CMS

ILLINOIS DEPARTMENT OF

POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL T POSTIONTITLE T 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 28 SS 13650-44-54-107-61-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION o | Sawere | I | sauo | % OEECE
Existing Position
New/Revised Position . . . . N
IL Department of Employment Security Service Delivery/ Field Operations 0 045 2 R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Paosition
12/01/2019
New/Revised Position
- : Service Unit IV ¥ MAGz1 ESTABLISH
Northern Region/ North Aurora Local Office O MC022 EXEMPT CODE CHANGE
Rutan | [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | ] MC026 CLARIFY
Existing Position [J mMC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
0O MDc21 ABCLISH
NewiRevised Posiion RC062 N [1 MC149 DOWNWARD REALLOCATION
[0 MC150 LATERAL REALLOCATION
North Aurora, IL O 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. 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 empioyment history and work status; provides crientation and clarifies eligibility factors;
provides infermation 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.

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), 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.
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18. (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 Lasor
Exchange system. Assesses, researches and selects client skills; refers clients to training programs ar
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; fol.ows
up on training programs or job crders 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 fanguage to assist clients who reques: 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 fies;
extracts and utilizes data. 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 OF IMMEDIATE SUPERVISOR {Responsible for assigning and reviewing work, preparing,
conducting and signing perfoermance evaluations; effectively recommending and imposing disciplinary action and adjustlng grievances
for the incumbent of this position.)

WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600-44-54-107-60-01

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

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

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

Pasition Title Position Number Ng. 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 CPTIONS 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business,; or four years {6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CMS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL T POSITONTITLE T 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-55-103-21-31
Program Representative
3. AGENCY 4, BUREAU/ DIVISION SEXUT [ 6 WORK | 7M1 | sauom [ *SEECE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 050 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position ' —
02/16/2019
New/Revised Position . .
Northwest Region/ Ottawa Local Office Service Unit| R EXEMDT SODE GHANGE
Rutan [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
0 MD021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
Ottawa, 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 lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-55-103-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CMS

ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL | POSTTIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 S 13650-44-55-104-11-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION s-exur | 6 WORK | =AM | savorr [ *SEEE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 081 Y R
10. SECTION 11. UNIT 12. TRANSACTION 13, EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Position i )
Northwest Region/ Rock Island Local Office | Service Unitl D s EXEMDT GODE CHANGE
Rutan | [] MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position [J MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
[0 MD021 ABOLISH
New/Revised Position RCO62 N E MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Rock Island, IL ] 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

25% 1.

25%

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.

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 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. '
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-55-104-10-01

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

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

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

Position Title Position Number . No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 posntlon dutles in
conjunction with Spanish speaking clients.




‘ IMS ILLINOIS DEPARTMENT OF POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES
1. POSITION TITLE WORKING TITLE (IF ANY) BIINCUAL T PoSTON TTLE | 2. POSITION NUMBER
Existing Position .
New/Revised Position
Employment Security 29 SS 13650-44-55-106-21-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION BT [ e WoRK | AL | savor | % 5EE"
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 098 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position <oot
02/16/2019
New/Revised Position . .
Northwest Region/ Sterling Local Office Service Unit | D 2 EXEMPT CODE GHANGE
Rutan 0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position 0 MCo027 ADDITIONAL IDENTICAL CHANGE
O Mco028 WORK COUNTY CHANGE
_ O MD021 ABOLISH :
New/Revised Position O MC142 DOWNWARD REALLOCATION
Sterling, IL RO0E2 N | B MGiss UPWARD REALLOGATION
% 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 lliinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the lilinois 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.
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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 lilinois 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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-55-106-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




‘ lM ILLINOIS DEPARTMENT OF POSITION DESCRIPTION
CENTRAL MANAGEMENT SERVICES
1. POSITION TITLE WORKING TITLE (IF ANY) BLINGUAL T POSTTONTTLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-55-108-31-31
Program Representative :
3. AGENCY 4. BUREAU/ DIVISION SEXMT [ 6 WORK | T | sauoir | & OFFICE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 072 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Position )
; ; 3 Service Unit Il O MA021 ESTABLISH
Northwest Region/ Peoria Local Office O] MC022 EXEMPT CODE CHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
0 MC028 WORK COUNTY CHANGE
[0 MD021 ABOLISH
New/Revised Position [] MC149 DOWNWARD REALLOCATION
Peoria. IL RC062 N O MC150 LATERAL REALLOCATION
' ] MC158 UPWARD REALLOCATION

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

25% 1.

25% 2.

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.

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), lliinois Job Link (1JL) 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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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 utilizes data. 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 fhe 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)

Employment Security Field Office Supervisor 13600-44-55-108-30-01

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

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

time percentage(s) allotted.
If a box was checked above, list position title, position number, and number of subordinate incumbents 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 POSITION DESCR
C M S CENTRAL MANAGEMENT SERVICES 0 IPTION
1. POSITION TITLE WORKING TITLE (IF ANY) aineusL [ eosmonTTLE T 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SR 13650-44-55-108-61-31
Program Representative
3. AGENCY 4_BUREAU/DIVISION seT s work T7 AT o | © e
— Existing Position
?fw S:’S?;ﬂ;’;ﬁ of Employment Security Service Delivery/ Field Operations 0 072 | 2 R l\‘
10. SECTION 11. UNIT 12, TRANSACTION 13 BEFFeCTIVE DATE
CODE
Existing Position
08/16/2020
New/Revised Position . .
Northwest Region/ Peoria Local Office Service Unit V B ooy ExXErr SODE CHANGE
Rutan O MC024 POSITIONNUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | O MCG26 CLARIFY
Exisfing Posifion O MC027 ADDMONAL IDENTICAL GHANGE
O MC028 WORKCOUNTY CHANGE
O MD021 ABOLISH
New/Revised Fositon O MC149 DOWNWARD REALLOCATION
. RC062 N O MC150 LATERAL REALLOCATION
Peoria, IL O 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 crientation 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 Unempioyment 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 inferviews
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 avaiable job training and/or ed ucational 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 responsibilties 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 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), linois 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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6. (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 lilinois Department of Employment
Security (IDES) and pariner 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 seff-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 nonmaonetary 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 attifudes, 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 pariner 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 utilizes data. As directed, performs these d uties 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. Perfarms 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 {Responsiblefor assigning and reviewing work, preparing,
conducting and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting grievances
forthe incumbent of this position.}

WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600-44-55-108-60-31

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

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

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

Position Title Position Number No. 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.

Regquires knowledge, skills and mental development equivalent to four years college with academic background in
social/behavioral sciences or business; or reguires two years (3,000 work hours) of experience as a department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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 andfer clients; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 spreadsheels, database management, electronic mail and internet Requires ability to travel. Requires
ability to speak and write the Spanish language at a colloquial skill levelin carrying out position duties in
conjunction with Spanish speaking clients.




CMS

ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL [ POSITIONTITLE 1 2. POSITION NUMBER
Frising Postlon 13650-44-56-220-41-31
New/Revised Positicn
Employment Security 29 SS 13650-44-56-101-10-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION sET Towore [ 7a1 | eavor | ®OEECE
Existing Position
Tiwgzgzr:::tg;t of Employment Security Service Delivery/ Field Operations 0 092 | Y R
10. SECTION 11. UNIT 12, TRANSACTION 13. EFFECTIVE DATE
Existing Position . <O0E
Central Region Employment Services 07/16/2018
New/Revised Position
Northwestern Region/ Champaign Local B mggg; Ei;’;,,iﬁsgm CHANGE
Office
Ruten | [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
{1 MD021 ABOLISH
New/Revised Position [0 MC149 DOWNWARD REALLOCATION
Danville, IL RC062 N O MC150 LATERAL REALLOCATION
J [ 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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16. (CONTINUED)

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

10% 4. Adjudicates minor 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.

10% 5. Provides services under special contract programs; advises clients on work attitudes, habits,
relationships and attire as related to a specific job referral transferring more complex or specialized
service to fellow office staff. Conducts employment workshops to enhance client employability.
Assists clients with registration and claims as work flow necessitates; processes data from file
construction and maintenance for all appropriate IDES automated data files; extracts and utilizes data
as appropriate.

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
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-56-101-00-01 Local Office Manager

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent staff member. Requires working knowledge of those
provisions of the 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; determine an effective work
search plan for clients and identification of inappropriate work search efforts; effectively organize and analyze pertinent
information 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.




CM S ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL | POSITIONTITLE | 2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security 29 SS 13650-44-56-101-31-31

Program Representative

3. AGENCY 4. BUREAU/ DIVISION SEXUT TT6 WoRK T T AT T,y | 9 OFFIce

Existing Position

?Ewgzgzrpt;:tggt of Employment Security Service Delivery/ Field Operations 0 010 | Y R

10. SECTION 11. UNIT : g:zogERAN SACTION 13. EFFECTIVE DATE

Existing Position

02/16/2019
New/Revised Pasition . .
Northwest Region/ Champaign Local Office | Service Unit D € GHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt } R MC026 CLARIFY
Existing Position O MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
O] MD021 ABOLISH

New/Revised Position [0 MC149 DOWNWARD REALLOCATION

Champaign, IL RO062 N | B Veise UPwARD REALLOGATION

% 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 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 assngned worksites within the service delivery area other than the.
primary assigned office.
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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 utilizes data. 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 thé 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)

Employment Security Field Office Supervisor 13600-44;56-101-30-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine art effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.
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CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1.POSITIONTITLE WORKING TITLE (IF ANY) BINGUAL T POSTIONTITLE | 2. POSITION NUMBER
Existing Position

New/Revised Position }

Employment Security 29 Ss 13650-44-57-102-31-31
Program Representative

CMS-10 (va 10

3. AGENCY 4. BUREAU/ DIVISION seMT Tewom T m T or | oo |
—Existing Pasiion
[~ New/Revised Position . . N .
IL Department of Employment Security Service Delivery/ Field Operations 0 041 2 R 'J
10. SECTION 11, UNIT = TRANSACTION T3 EFFECTIVEDATE |
Existing Postion
05/01/2020
New/Revised Posilion - ]
Southern Region/ Mount Vernon Local Office | Service Unit |l B T AT ODE CHANGE
Ruan | O MC024 POSITIONNUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | O MC026 CLARIFY
Existing Position - O MC027 ADDITIONAL IDENTICAL CHANGE
0O MC028 WORK COUNTY CHANGE
— 0O MDO021 ABOLISH
New/Revised Position 0O MC149 DOWNWARD REALLOCATION
Mount Vemon, IL RCoe2 N | B Meise UPWARDREALIOGATION
% 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 detemmine 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 ed ucational 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 specia 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), Ilinois 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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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 intempretive 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 detemminations; conducts reconsidered detemminations 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 utilizes data. As directed, perfoms 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 incumbent of this position.)

WORKING TITLE (IF ANY)

Employment Security Field Office Supervisor 13600-44-57-102-30-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
O SUPERVISOR OR [0 LEAD WORKER

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

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

headcount:

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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 information for the detemmination
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 intemet. 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.
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL | POSTTIONTITLE |2, POSITION NUMBER

Existing Position

New/Revised Position

Employment Security 29 SS 13650-44-60-101-11-31

Program Representative

3. AGENCY 4. BUREAU/ DIVISION s.EM | 6 WORK | 7L | savoir | * SEEE

Existing Position

New/Revised Position . . . . .

IL Department of Employment Security Service Delivery/ Field Operations 0 022 | Y R

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

Existing Position £00E

02/16/2019
New/Revised Position .
Lombard Call Center - Section A Service Unit A-1 [D] N BNt CODE CHANGE
Rutan [0 mMCo024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [X] MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
0O MC028 WORK COUNTY CHANGE
O MD021 ABOLISH

New/Revised Position O MC149 DOWNWARD REALLOCATION

Lombard, L Ro0e2 N B Sesrealioeien

% 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 lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Illinois 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-101-10-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.
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POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL

CODE QOPTION

POSITION TITLE

N CODE

2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security
Program Representative

22

PO

13650-44-60-101-11-41

3. AGENCY

4. BUREAU/ DIVISION

5. EXMT
CODE

6. WORK
COUNTY

7. AN

9. OFFICE
AUTH USE

8.AUDIT

Existing Position

Service Delivery/ Call Center Operations

New/Revised Position

IL Department of Employment Security

Service Delivery/ Field 'Operations

0

022

Y R

10. SECTION

11. UNIT

CODE

12. TRANSACTION

13. EFFECTIVE DATE

Existing Position

Lombard Call Center - Section A

New/Revised Position

Call Center Operations/Lombard Call Ctr.- Section A

Service Unit A-1

0 mMA021
O mco22

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan
Exempt

[0 mMco24
MC026

Existing Position

MCo027

02/16/2019

ESTABLISH

EXEMPT CODE CHANGE
POSITION NUMBER CHANGE
CLARIFY

ADDITIONAL IDENTICAL CHANGE

Mmcozs
MD021

WORK COUNTY CHANGE
ABOLISH

New/Revised Position

Lombard, IL

MC149
MC150
MC158

DOWNWARD REALLOCATION
LATERAL REALLOCATION
UPWARD REALLOCATION

OO0oO00x

RC062 N

O

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25%

25%

1.

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 Polish language to assist clients who request or need interpretive
services.

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.

Performs functions related to receipt, review, entry, analysis and resolution of all types of routine,
complex and special claims on benefit entitliement programs administered by the lllinois Department of
Employment Security (IDES). Loads and extracts claims data using automated systems including but
not limited to the Hlinois 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.
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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 Polish 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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-101-10-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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 Polish language at a colloquial skill level in carrying out position duties in conjunction
with Polish speaking clients.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) siLNGUAL T PoSTIONTILE |2, POSITION NUMBER

Existing Position

New/Revised Position

Employment Security 29 SS 13650-44-60-101-21-31

Program Representative

3. AGENCY 4. BUREAU/ DIVISION s [sWork T7 M T eavor | * 050

Existing Position

New/Revised Position . . . .

IL Department of Employment Security Service Delivery/ Field Operations 0 022 | Y R

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

Existing Position ConE

02/16/2019
New/Revised Position . .
Lombard Call Center - Section A Service Unit A-2 D 2 ExtnoT CODE CHANGE
Rutan O mMC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY _
Existing Position 0 MC027 ADDITIONAL IDENTICAL CHANGE
0O MC028 WORK COUNTY CHANGE
0O MD021 ABOLISH

New/Revised Position [0 MC149 DOWNWARD REALLOCATION

Lombard, IL Rooe2 N | B MEise UPWARD REALLOGATION

% 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 entittlement 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-101-20-01

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

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

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

Position Title ) Position Number No. of Incumbents or ‘Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CM S ILLINOIS DEPARTMENT OF POSITION DESCRIPTION

CENTRAL MANAGEMENT SERVICES

1. POSITION TITLE WORKING TITLE (IF ANY) BILNGUAL T POSITONTITLE 1 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-60-101-31-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION s.exur | 6 WORK | TAL | eavor | *SEE°F
Existing Position
?Ewgzzzrngt of Employment Security Service Delivery/ Field Operations 0 022 |'Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position CODE
02/16/2019
New/Revised Position ] .
Lombard Cali Center - Section A Service Unit A-3 D Metas EXEMPT SODE CHANGE
Rutan O MC024 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 mMC027 ADDITIONAL IDENTICAL CHANGE
O mCco028 WORK COUNTY CHANGE
. O MD021 ABOLISH
New/Revised Position [ MC149 DOWNWARD REALLOCATION
Lombard, IL RC0G2 N | B MEiss UPWARD REALLOGATION
% 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 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 (lJL) 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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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-101-30-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CMS

ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security 29
Program Representative

SS 13650-44-60-101-41-31

3. AGENCY

5. EXMT
CODE

6. WORK
COUNTY

7.AM1
AUTH

4. BUREAU/ DIVISION sauDIT | ® OCFICE

Existing Position

New/Revised Position

IL Department of Employment Security

Service Delivery/ Field Operations 0 022 | Y R

10. SECTION

11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE

Existing Position

02/16/2019

New/Revised Position

Lombard Call Center - Section A

0 mMA021
0 mco22

ESTABLISH

Service Unit A-4
- EXEMPT CODE CHANGE

14. WORK LOCATION

Rutan
Exempt

[0 mco24
K MCo26

POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE CLARIFY

Existing Position

O mco27
[ mcoz2s
1 mDo21

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

New/Revised Position

Lombard, IL

O mc149
O Mc150
] MC158

DOWNWARD REALLOCATION
LATERAL REALLOCATION
UPWARD REALLOCATION

RC062 N

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25% 1.

25% 2.

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.

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 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 lilinois 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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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-101-40-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

POSITION TITLE

1. POSITION TITLE WORKING TITLE (IF ANY) SILNGUAL T PoSTTONTTLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13650-44-60-102-11-31
Program Representative
3. AGENCY 4. BUREAU/ DIVISION 5 5’3’32 sévggs% ;‘U@"H savoir | ¥ SZE'CE
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 022 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position < .
02/16/2019
New/Revised Position i .
Lombard Call Center - Section B Service Unit B-1 B M’éﬁi‘z Eié%'sc“one CHANGE
) Rutan [ MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
0O MD021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
Lombard, IL RCO62 N | B Moise UPWARD REALLOGATION
% 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 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 (1JL) 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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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 lilinois 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 utilizes data. As directed, performs these duties for assigned worksites within the service
delivery area other than the primary assigned office.

05% 6. Establishes and maintains éctivity 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 (Respon3|ble 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 13600-44-60-102-10-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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.
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ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY)

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

2. POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Program Representative

29

SS

13650-44-60-121-11-31

4. BUREAU/ DIVISION

3. AGENCY ol R P I
Existing Position

New/Revised Position . . . .

IL Department of Employment Security Service Delivery/ Field Operations 0 081 Y R

10. SECTION

11. UNIT

12. TRANSACTION

CODE

13. EFFECTIVE DATE

Existing Position

02/16/2019
New/Revised Position
Service Unit 1 [1 MA021 ESTABLISH
Rock Island Call Center 00 MC022 EXEMPT CODE CHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position ] MC027 ADDITIONAL IDENTICAL CHANGE
1 MC028 WORK COUNTY CHANGE
O MD021 ABOLISH
New/Revised Posiion RC062 N B MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
Rock Island, IL [0 MC158 UPWARD REALLOCATION
% OF TIME__| 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

25% 1.

25% 2.

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.

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 lilinois 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.
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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 utilizes data. 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 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)

Employment Security Field Office Supervisor 13600-44-60-121-10-01

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

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

time percentage(s) allotted.
If a box was checked above, list position title, position number, and number of subordinate incumbents 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, 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 department intermittent
staff member and a minimum of two years college credits completed with passing grades in social/behavioral sciences or
business; or four years (6,000 work hours) as a department intermittent 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; determine an effective work search plan for clients and
identification of inappropriate work search efforts; effectively organize and analyze pertinent information 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. "
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CENTRAL MANAGEMENT SERVICES
1. POSITION TITLE WORKING TITLE (IF ANY) BLINGUAL | FOSTIONTILE | 2, POSITION NUMBER
Existing Position
New/Revised Position
Employment Security Service Rep 29 S8 13667-44-03-110-10-32
3. AGENCY 4. BUREAU/ DIVISION SB[ e work [ TRy, o | % OEFeE
Existing Position
New/Revised Positi . .
[EWD:SZH::;mt of Employment Security Legal Services/ Board of Review o |06 ]| Y| R
10. SECTION 11, UNIT 12, TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
10/16/2013
New/Revised Pasition
[1 MAO21 ESTABLISH
Case Management O MC022 EXEMPT CODE CHANGE
Auan | 01 MCO24 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position [J MC027 ADDITIONAL IDENTICAL CHANGE
[ MC028 WORK COUNTY CHANGE
0O mMDo21 ABOLISH
New/Revised Posiion 8 MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
33 S. State Street RCO062 N | 3@ MCiss UPWARD REALLOGATION
Chicago, IL 60603

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

Under general direction, performs complex adjudication functions and activities involved in the resolution of
Unemployment Insurance benefit entitlement resolutions under the provisions of the llinois Unemployment
Insurance Act and in compliance with federal and state statutory provisions, rules, regulations and
requirements; conducts critical analyses of cases submitted, reviewing for sufficiency and adjudication
correctness and timeliness; creates, enters and extracts data from automated information systems; serves as
liaison in responding to internal and external inquiries relating to problem resclution of cases pending before
the Board. Provides interpretive services for Spanish speaking clients.

40% 1. Performs highly complex analytical duties in the review of appeal requests from claimants or
employers filed to the Board of Review, at the local office level, or those related to dockets that are
filed in the circuit court system; determines request status and establishes case routing, priority and
path based on prior adjudication activity and potential case outcome; creates case files; makes
appropriate copies based on applicable filings and issues in IBIS system; produces organized record
for purposes of filing the agency response in court in conjunction with the Attorney General's Office;
establishes case tracking and generates notices to claimants, employers representatives and/or their
attomeys using the automated BRDS (Board of Review Docketing System); reviews audio recordings
of hearings to determine whether a transcript is required; when necessary, uploads/downloads files
using related electronic systems.

20% 2. Provides advice and technical assistance to staff, employers, claimants, and their authorized
representatives conceming aspects of the Ul Act to promote full understanding of their rights and of
the controversial issues to be resolved; accesses pertinent information systems to respond to internal
and external inquiries; investigates, researches and explains case disposition; resolves issues and
processes requires for transcripts, requests for oral hearings and submissfon of written arguments.
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16. (CONTINUED)

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

15% 3. Provides interpretive services to Spanish speaking claimants, including the review of appeal re
Using the Spanish language, provides assistance and answers telephone and in-person inquiries
regarding the Board of Review and the Administrative Review appeal procedures and guidelines.
Translates Board of Review appeals in written form from Spanish to English for the Board of Review
members and attorneys.

10% 4. Analyzes incoming cases to determine sufficiency of material; requests additional or corrected
information as needed (i.e., the highly complicated areas of protested determinations and
assessments, transfers and cancellations of wage charges); reviews, verifies and organizes data;
consults with and advises legal staft as to contents and application of pertinent policies and
procedures,

10% 5. Asrequested, researches Board of Review precedents, court rulings and opinions; excerpts pettinent
information; performs special projects and/or prepares statistical reports; assists in publishing
decisions and opinions.

05% 6. Pertorms other duties as required or assigned which are reascnably within the scope of the duties
enumerated above.

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing,

conducting and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting grievances
for the incumbent of this position.)

WORKING TITLE (IF ANY)

Public Service Admin, Opt 1 37015-44-03-100-00-01

18. CHECK THE APPROPRIATE BOX 1F THIS POSITION IS A;
] SUPERVISOR  OR [0 LEAD WORKER

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

time percentage(s} ailotted.
If a box was checked abave, list position titls, 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 PQSITION. 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 LCNGER BE USED.

Requires knowledge, skilt and mental development equivalent to the completion of four years of college with academic
background in social/behavioral sciences or business and one year as a fuli-time professional empioyee with the Hinois
Department of Employment Security; or five years professional experience in personnel administration, or business
ownership management or operation. Requires extensive knowledge of client and employer rights and obligations in order to
provide for the appropriate determination of:&éé&amex Unemployment Insurance claims beneifit issues. Requires ability to
use a personal computer with related software programs. Requires ability to speak and write the Spamsh Ianguage ata
colloquial skill tevel in carrying out position duties in conjunction with Spanish speaking clients.”
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ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) BINGUAL [ POSITION TITLE |7 2. POSITION NUMBER
Existing Position
New/Revised Positron
Employment Security Service Rep 23 S8 13667-44-08-410-10-32
3. AGENCY 4. BUREAU/ DIVISION sET | saark, | LAl | sauor | ¢3S
Existing Position .
New/Revised Positien .
IL Dept of Employment Security Legal Services/ Appeals 0 016 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Pesition
Case Management 06/01/2019
New/Revised Position
- . 1 Mav21 ESTABLISH
Administration/ Case Management 0] MC022 EXEMPT CODE CHANGE
- Rutan | [] MC024 POSITION NUMBER CHANGE
14, WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MCO26 CLARIFY
Existing Position [] MC027 ADDITIONAL IDENTICAL CHANGE
C] MC028 WORK COUNTY CHANGE
‘ O MDo21 ABOLISH
New!Revised Positon O MC149 DOWNWARD REALLOCATION
Chi L RC062 N | O MC150 LATERAL REALLOCATION
icago, [ MC158 UPWARD REALLOCATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, performs highly complex analytical and adjudication related duties involved in
reviewing and/or processing Unemployment Insurance (Ul) appeals cases received by the lllinois Department
of Employment Security (IDES) Appeals Division, including both benefit appeals and administrative hearings
cases, under the provisions of the lllinois Ul Act and in compliance with federal and state statutory provisions,
rules, regulations and requirements. Reviews case files for complete and accurate documentation prior to
appeals hearings; identifies issues; analyzes findings; takes relevant action based on agency policies,
procedures and guidelines. Responds to internal and external inquiries relating to appeals process and
problem resolution of cases for the Appeals Division. Conducts critical analyses of appeals cases; explains
findings: compiles data and prepares reports. Utilizes Spanish language to assist clients who request or need
interpretive services.
40% 1. Performs highly complex analytical and adjudication related duties involved in reviewing and/or

processing Ul appeals cases received by the IDES Appeals Division, including both benefit appeals
and administrative hearings cases, under the provisions of the lllinois Ul Act and in compliance with
federal and state statutory provisions, rules, regulations and requirements. Reviews case files for
complete and accurate documentation prior to appeals hearings; analyzes documentation, including
but not limited to a review of hearing requests and all associated correspondence from claimants,
employers and other interested parties filed and/or sent to Hearings Referees, the Appeals Division
or at a Local Office; uploads documentation into computerized systems, including but not limited to
the lllincis Benefit Information System (IBIS) and GenTax; reviews all pertinent documentation for
completeness and accuracy, including but not limited to, appellant and appellee letters and
documents, Local Office determinations, employer protests, adjudication histories and IBIS guided
interview summaries in accordance with Agency policies, procedures and guidelines; requests
additiona! or corrected information from relevant sources and processes all documents and
documentation within agency specified timeframe. Identifies issues, monitors to ensure all issues are
stated on notices and determines if timely appeal has been filed. Obtains information in
unemployment claims from claimants, employers and other sources. Analyzes findings, including any
discrepancies and takes relevant action based an agency policies, procedures and guidelines.
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16. (CONTINUED)

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

35% 2. Responds to inquiries regarding appeals status and provides information and assistance in person, by
telephone and via email to employers, claimants and their authorized representatives and other
interested parties regarding appeals and documents received in the Appeals Division. Explains the
appeals process and aspects of the Unemployment Insurance {Ul) Act to promote understanding of
rights and issues to be resolved. Collaborates with Appeals staff to create appeals files for in-office
viewing by parties. Researches case processing issues; accesses pertinent information systems
including but not limited to the lllinois Benefit Information System (IBIS) and GenTax to input and/or
retrieve Ul adjudication and other case related information; responds to internal and external inguiries
relating to appeals process and problem resolution of cases for the Appeals Division; determines
relevant course of action and resclves issues; refers complex issues to supervisor. Utlllzes Spanish
language to assist clients who request or need interpretive services.

20% 3. Conducts critical analyses of appeals cases. Researches both electronic and paper case files for
appeals received in the Appeals Division utilizing systems including but not limited to IBIS and
GenTax; investigates timeliness of protests; gathers and analyzes information on wages, benefits and
other adjudication related matters to determine timeliness and relevance to the case; explains findings
to Appeals Division Hearings Referees and Management. Performs special projects as directed;
compiles data and prepares reports.

05% 4. 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 recommendmg and imposing disciplinary action and adjusting grievances
for the incumbent of this position.)

WORKING TITLE (IF ANY)

PSA, Opt. 1 37015-44-08-400-00-01

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

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

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

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

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social/behavioral sciences or business/personnel administration and one year as a full-time professional
employee with the lllinois Department of Employment Security; or five years professional experience in personnel
administration, or business ownership management or operation. Requires through knowledge of the provisions of the lllinois
Unemployment Insurance Act; interviewing and finding of facts. Requires the ability to effectively communicate both orally
and in written form; organize and analyze pertinent information to provide for the determination of highly complex claimant
benefit issues, including apprepriate payment or non-payment of claimant benefits; write clearly and concisely to report
benefit determinations; use a personal computer with related software programs including the Intemet. Requires ability to
speak and write the Spanish language at a colloguial skill level in carrying out position duties in conjunctlon W|th Spanlsh
speaking clients.




ILLINOIS DEPARTMENT OF
CMS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) [ BuNcuaL T posmoNTiiLe |2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13667-44-51-101-21-31
Service Representative
3. AGENCY 4. BUREAU/ DIVISION S | oy T | savoir | % oFpicE
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
Existing Position £00E
02/16/2019
New/Revised Position . .
Chicago Region/ Lawrence Local Office Service Unit | D ExtmiT SODE CHANGE
Rutan [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
[J MC028 WORK COUNTY CHANGE
O mMD021 ABOLISH
New/Revised Position [J MC149 DOWNWARD REALLOCATION
2444 \West Lawrence RC062 N O MC150 LATERAL REALLOCATION
i O MC158 UPWARD REALLOCATION
Chicago, IL
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

40% 1. Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services. “

30% 2. Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

10% 3. Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or neeﬁnterprétive services.., .
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-51-101-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security
Service Representative

29 SS 13667-44-51-102-31-31

3. AGENCY

7.A1
AUTH

9. OFFICE
USE

5. EXMT
CODE

6. WORK
COUNTY

4. BUREAU/ DIVISION

8.AUDIT

Existing Position

New/Revised Position

IL Department of Employment Security

Y R

Service Delivery/ Field Operations 0 016

10. SECTION

12. TRANSACTION 13. EFFECTIVE DATE

11. UNIT
CODE

Existing Position

02/16/2019

New/Revised Position

Chicago Region/ 71st Street Local Office

ESTABLISH
EXEMPT CODE CHANGE

.03 mAao021
O mco22

Service Unit li

14. WORK LOCATION

Rutan
Exempt

0 mMco24
X Mco26

POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE CLARIFY

Existing Position

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

O mco27
O mcoz2s
O mDo21

New/Revised Position

1515 East 71st Street
Chicago, IL

O Mc149
d Mc150
[ mc158

DOWNWARD REALLOCATION
LATERAL REALLOCATION

RC062 "N UPWARD REALLOCATION

% OF TIME 16. COM

PLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under g

who req

40% 1.

30%

10%

eneral direction, for an assigned area, performs more complex employment service and job

placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients

uest or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entittement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment

" and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-51-102-30-01

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

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

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

Position Title Position Number No. of iIncumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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 CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

OPTION CODE

Existing Position

1. POSITION TITLE WORKING TITLE (IF ANY) BILINGUAL | PO o one. | 2- POSITION NUMBER

New/Revised Position

Employment Security 29 SS 13667-44-51-107-21-31
Service Representative

3. AGENCY

4. BUREAU/ DIVISION S.EXMT | 6 WORK, TAT aworr | © OFFcE

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

Service Unit | 0 MA021 ESTABLISH

Chicago Region/ Pilsen Local Office ] MCO022 EXEMPT CODE CHANGE

14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt

Rutan O MCo024 POSITION NUMBER CHANGE
MC026 CLARIFY

Existing Position

MC027 ADDITIONAL IDENTICAL CHANGE
MDO021 ABOLISH

Chicago, IL

New/Revised Position

1700 West 18th Street RC062 N

MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION
O mC158 UPWARD REALLOCATION

X
g
O MC028 WORK COUNTY CHANGE
O
O
|

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

40%

30%

10%

A

Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entittement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

1. Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

2. Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services. '

3. Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients

A Who request or need interpretive services. _
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16. (CONTINUED)

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

10% . 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-51-107-20-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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.




CMS

ILLINOIS DEPARTMENT OF -
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BiNcuaL T PosIoNTILE |2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13667-44-51-107-31-31
Service Representative
3. AGENCY 4. BUREAU/ DIVISION S.EXMT | 6 WORK | ZAT | eaunr | & 3EEE
Existing Position
TEWSZS:TZ::(;:“ of Employment Security Service Delivery/ Field Operations 0 016 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position SomE
02/16/2019
New/Revised Position i ;
Chicago Region/ Pilsen Local Office Service Unit | D ExtMoT GODE CHANGE
Rutan [0 MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
[0 mMC028 WORK COUNTY CHANGE
O mMD021 ABOLISH
New/Revised Position O MC149 DOWNWARD REALLOCATION
1700 West 18th Street RC062 N [0 MC150 LATERAL REALLOCATION
. O MC158 UPWARD REALLOCATION
Chicago, IL
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

40% 1. Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

30% 2. Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

10% 3. Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(1BIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-51-107-30-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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.

oL




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position
Employment Security
Service Representative

29 SS 13667-44-53-101-41-31

3. AGENCY

7. A1
AUTH

9. OFFICE
USE

5, EXMT
CODE

6. WORK
COUNTY

4. BUREAU/ DIVISION

8.AUDIT

Existing Position

New/Revised Position

IL Department of Employment Security

Service Delivery/ Field Operations 0 016 | Y R

10. SECTION

12. TRANSACTION
CODE

11. UNIT 13. EFFECTIVE DATE

Existing Position

02/16/2019

New/Revised Position

Metro South Region/ Harvey Local Office

ESTABLISH
EXEMPT CODE CHANGE

O MA021
O mco22

Service Unit lil

14. WORK LOCATION

Rutan
Exempt

O Mco24
X Mmco26

POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE CLARIFY

Existing Position

] mMco27
[ mco2s
[ mMbo21

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

New/Revised Position

Harvey, IL

O MC149 DOWNWARD REALLOCATION
[ MC150 LATERAL REALLOCATION

RC062 N
[0 MC158 UPWARD REALLOCATION

% OF TIME 16. COM

PLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under g

who req

40% 1.

30%

10%

eneral direction, for an assigned area, performs more complex employment service and job

placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients

uest or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lilinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-53-101-40-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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. 5 -




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

WORKING TITLE (IF ANY)

POSITIONTITLE | 2. POSITION NUMBER

OPTION CODE

Existing Position

New/Revised Position

Emp!oyment Security 29 SS 13667-44-53-104-31-31

Service Representative v

3. AGENCY 4, BUREAU/ DIVISION s.EXMT | 6 WORK | T A% | eavorr | ®SEEE
Existing Position

New/Revised Position . . . .

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

Metro South Region/ Burbank Local Office

10. SECTION 11. UNIT 2;2' TRANSACTION 13. EFFECTIVE DATE
ODE
Existing Position
02/16/2019
New/Revised Position
Service Unit I ] MA021 ESTABLISH

O MCo022 EXEMPT CODE CHANGE

14. WORK LOCATION

15. BARGAINING/TERM CODE

Rutan O MCo024 POSITION NUMBER CHANGE
Exempt MC026 CLARIFY

Existing Position

O MC027 ADDITIONAL IDENTICAL CHANGE
[J MC028 WORK COUNTY CHANGE
O MDo021 ABOLISH

New/Revised Position

[0 MC149 DOWNWARD REALLOCATION

Burbank, IL RC062 N [0 MC150 LATERAL REALLOCATION

) [ MC158 UPWARD REALLOCATION

% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

40% 1. Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

30% 2. Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

10% 3. Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-53-104-30-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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. :

-




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position

Employment Security
Service Representative

29 SS 13667-44-53-104-41-31

3. AGENCY

5. EXMT
CODE

6. WORK
COUNTY

7.A1
AUTH

4, BUREAU/ DIVISION savorr | & OCECF

Existing Position

New/Revised Position

IL Department of Employment Security

Service Delivery/ Field Operations 0 016 | Y R

10. SECTION

12. TRANSACTION
CODE

11. UNIT 13. EFFECTIVE DATE

Existing Position

02/16/2019

New/Revised Position

Metro South Region/ Burbank Local Office

0 MAo21
0 mco22

ESTABLISH
EXEMPT CODE CHANGE

Service Unit Il

14. WORK LOCATION

Rutan
Exempt

0 mco24
X mMco26

POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE CLARIFY

Existing Position

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

0 mco27
[d mcoz2s
O MDo21

New/Revised Position

Burbank, IL

DOWNWARD REALLOCATION
RC062 N 0 MC150 LATERAL REALLOCATION
0 MC158 UPWARD REALLOCATION

[J mC149

% OF TIME 16. COM

PLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

who req

40% 1.

30%

10%

Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients

uest or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions, investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services,; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures, verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides. .
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

05% 6. Performs other duties as required or assi'gned 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)

Employment Security Field Office Supervisor 13600-44-53-104-40-01

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:
(7] SUPERVISOR OR [0 LEAD WORKER

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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. |




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

BILINGUAL
CODE

POSITION TITLE
OPTION CODE

WORKING TITLE (IF ANY) 2. POSITION NUMBER

Existing Position

New/Revised Position

Metro South Region/ Joliet Local Office

Employment Security 29 SS 13667-44-53-105-31-31
Service Representative
3. AGENCY 4. BUREAU/ DIVISION SO | Comoney e B s
Existing Position
New/Revised Position . . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 099 | Y R
10. SECTION 11. UNIT 12(5 TIERANSACTION 13. EFFECTIVE DATE
COD!
Existing Position
02/16/2019
New/Revised Position
Service Unit Il [0 MA021 ESTABLISH

O mCo022 EXEMPT CODE CHANGE

14. WORK LOCATION

Rutan
Exempt

[0 MCo024 POSITION NUMBER CHANGE

15. BARGAINING/TERM CODE X mMCo026 CLARIFY

Existing Position

O MCo027 ADDITIONAL IDENTICAL CHANGE
O mCo28 WORK COUNTY CHANGE
[J MD021 ABOLISH

New/Revised Position

Joliet, IL

0 MC149 DOWNWARD REALLOCATION
O MC150 LATERAL REALLOCATION
O MC158 UPWARD REALLOCATION

RC062 N

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

40% 1.

30% 2.

10% 3.

Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitiement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED) i
% C§F TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS (Continued)

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides. _
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs. .

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(IBIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager;, makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-53-105-30-31

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personne! administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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.




CMS

ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES

POSITION DESCRIPTION

1. POSITION TITLE

WORKING TITLE (IF ANY) POSTIONTILE | "POSITION NUMBER

BILINGUAL
CODE

Existing Position

New/Revised Position
Employment Security
Service Representative

29 SS 13667-44-54-102-41-31

3. AGENCY

7. A1
AUTH

9. OFFICE
USE

5. EXMT
CODE

6. WORK
COUNTY

4. BUREAU/ DIVISION

8.AUDIT

Existing Position

New/Revised Position

IL Department of Empiloyment Security

Service Delivery/ Field Operations 0 101 Y R

10. SECTION

12. TRANSACTION
CODE

11. UNIT 13, EFFECTIVE DATE

Existing Position

02/16/2019

New/Revised Position

Northern Region/ Rockford Local Office

ESTABLISH
EXEMPT CODE CHANGE

Service Unit i

14. WORK LOCATION

POSITION NUMBER CHANGE
CLARIFY

Rutan

Exempt

15. BARGAINING/TERM CODE MC026

Existing Position

MCo27
MCco28
MD021

ADDITIONAL IDENTICAL CHANGE
WORK COUNTY CHANGE
ABOLISH

New/Revised Position

Rockford, IL

MC149 DOWNWARD REALLOCATION
MC150 LATERAL REALLOCATION

RC062 N
MC158_UPWARD REALLOCATION

% OF TIME 16. COM

PLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under g

who req

40% 1.

30%

10%

eneral direction, for an assigned area, performs more complex employment service and job

placement functions and unemployment insurance benefit entitlement resolutions under provision of .
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients

uest or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entitiement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes muiti-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(1BIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-54-102-40-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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

C MS CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION
1. POSITION TITLE WORKING TITLE (IF ANY) [ BLINGUAL T POSITIONTHLE | 2 POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13667-44-54-105-21-31
Service Representative
3. AGENCY 4. BUREAU/ DIVISION s.emr | 6 WORK | ZA%, | savorr | ®SEE°E
Existing Position
New/Revised Position . ] . . .
IL Department of Employment Security Service Delivery/ Field Operations 0 045 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
CODE
Existing Position
02/16/2019
New/Revised Paosition
Northern Region/ Carpentersville Processing | Service Unit | 8 Mé‘;i; E,S(Eﬁ,ﬁzLT'SCHODE CHANGE
Center
Rutan | [] MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [Q] MC026 CLARIFY
Existing Position [0 MC027 ADDITIONAL IDENTICAL CHANGE
O MC028 WORK COUNTY CHANGE
{J MD021 ABOLISH
New/Revised Position RC062 N O MC149 DOWNWARD REALLOCATION
; O MC150 LATERAL REALLOCATION
Carpentersville, IL O MC158 UPWARD REALLOCATION

% OF TIME

16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

40% 1.

30% 2.

10% 3.

Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitiement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or negd'interpretive services. .
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16. (CONTINUED)

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

10% 4. Determines client Unemployment Insurance and/or Wagner-Peyser related needs and provides
recommendations to address employment and unemployment related issues, including but not limited
to referring employers to representatives from Business Services, identifying barriers to employment
and providing information on available training and education programs.

05% 5. Establishes and maintains activity records and reports. Reviews individual caseload activity on the
pending adjudication report in order to maintain timeliness in the completion of pending adjudication
cases. Loads and extracts data related to job placements and/or claims using automated systems
including but not limited to the IL Labor Exchange system, the lllinois Benefit Information System
(1BIS) and GenTax. Evaluates and reports computer errors or deficiencies discovered in analysis of
inquiries to supervisor or manager; makes service efficiency assessments and recommendations.
Assists supervisor in preparation of statistical reports.

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 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)

Employment Security Field Office Supervisor 13600-44-54-105-20-01

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

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

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

Position Title Position Number No. of Incumbents or Funded Vacancies

N/A

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

Requires knowledge, skill and mental development equivalent to the completion of four years of college with academic
background in the social / behavioral sciences or business/personnel administration and one year as a full-time professional
employee with IDES; or five years professional experience in personnel administration, or business ownership management
or operation. Requires thorough knowledge of the provisions of the lllinois Unemployment Insurance Act; interviewing,
finding of facts, test interpretation, and vocational counseling techniques. Requires the ability to effectively communicate
with employers and clients; organize and analyze pertinent information to provide for the determination of appropriate
payment or non-payment of claimant benefits; determine an appropriate work search plan for the client and identification of
inappropriate work search efforts; write clearly and concisely to record benefit determinations employer job orders and client
work history information and to use a personal computer with related software programs such as word processing and
spreadsheets, database management, electronic mail and internet. Requires the 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.
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POSITION DESCRIPTION

1. POSITION TITLE WORKING TITLE (IF ANY) | BUNGUAL | POSIONTITLE | 2. POSITION NUMBER
Existing Position
New/Revised Position
Employment Security 29 SS 13667-44-54-107-21-31
Service Representative
3. AGENCY 4. BUREAU/ DIVISION s.EXMT | 6 WORK | hw | saverr | % OEEE
Existing Position
?Ewg:;;j;::‘;;t of Employment Security Service Delivery/ Field Operations 0 045 | Y R
10. SECTION 11. UNIT 12. TRANSACTION 13. EFFECTIVE DATE
Existing Position £O0E
02/16/2019
New/Revised Position . .
Northern Region/ North Aurora Local Office | Service Unit | D 022 EXCMPT GODE CHANGE
Rutan | [J MC024 POSITION NUMBER CHANGE
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt | [ 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 S Mc125_UPWARD REALLOGATION
% OF TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS
Under general direction, for an assigned area, performs more complex employment service and job
placement functions and unemployment insurance benefit entitlement resolutions under provision of
Unemployment Insurance, Wagner-Peyser and Workforce Investment legislation in compliance with Federal
and State statutory provisions, rules, regulations and requirements; determines client Unemployment
Insurance and/or Wagner-Peyser related needs and provides recommendations to address employment and
unemployment related issues; loads and extracts data using automated systems; maintains activity records
and prepares reports; makes service efficiency assessments and recommendations. As directed, travels to
worksites in the service delivery area to perform assigned duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

40% 1. Performs more complex employment service and job placement functions and unemployment
insurance benefit entitlement resolutions under provision of Unemployment Insurance, Wagner-
Peyser and Workforce Investment legislation in compliance with Federal and State statutory
provisions, rules, regulations and requirements. Adjudicates monetary and nonmonetary benefit
claims issues, interviewing, investigating, and providing eligibility determinations for complex or
unique initial or continued claims; makes multi-claimant decisions; investigates, researches and
explains case dispositions to clients; provides written determinations; meets and/or exceeds the
federally mandated quality and timeliness metrics as defined by the U.S. Department of Labor
Education and Training Administration (ETA) handbook. As directed, travels to worksites in the
service delivery area to perform assigned duties. Utilizes Spanish language to assist clients who
request or need interpretive services.

30% 2. Conducts reconsidered determinations and accepts appeals; hears, considers and adjudicates
monetary and non-monetary issues pertaining to the lllinois Unemployment Insurance Act; explains
client rights and responsibilities as they pertain to benefit programs. Utilizes Spanish language to
assist clients who request or need interpretive services.

10% 3. Interviews job seekers, taking or updating work history; assesses client skills and refers clients to
employers for job interviews and/or to partner agencies for additional employment services; selects
suitable job openings as listed in job order records or available through automated files; provides
clients with information regarding selected jobs and job interviewing procedures; verifies and records
placements. As directed, travels to perform these duties. Utilizes Spanish language to assist clients
who request or need interpretive services.

DIRECTOR pF CMSSIGNATURE IMMEDIATE SUPERVISOR SIGNATURE [ AGENCY HEAD SIGNATURE DATE
Uy oo Fropen \g%mw - 03/22/2019
CMS-194 (RewW 10/9H4L 40193794 — —