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DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
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 April 1, 2019 

 

 

 

To the Honorable Members of the General Assembly: 

 

Pursuant to the State Services Assurance Act for FY2008, enclosed please find the Department 

of Central Management Services’ (CMS) Annual Report. As required by law, the Annual Report 

contains the staffing level of bilingual employees with data from the previous month, including 

but not limited to each employee’s name, job title, job description, and languages spoken.   

 

CMS strives to ensure that all Illinois residents can fully access State of Illinois services, many 

of which are vital for health, welfare, safety, and quality of life. Bilingual employees are 

essential to ensure a fully representative, responsive, and effective State government.     

 

 

 Sincerely, 

 
 Janel L. Forde  

 Acting Director 
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STATE SERVICES ASSURANCE ACT for FY2008: ANNUAL REPORT 

 

The State Services Assurance Act for FY20081 requires each executive branch agency to submit 

a report to the Illinois General Assembly on or before April 1st every year on the staffing level of 

bilingual on-board frontline staff in the RC 6, RC 9, RC 10, RC 14, RC 28, RC 42, RC 62, RC 

63, and CU 500 bargaining units in titles represented by AFSCME as of June 1, 2007.2 “On-

board frontline staff” means frontline staff in paid status.3 

 

The State Services Assurance Act Annual Report must contain each employee’s name, job title, 

job description, and languages spoken as of the previous month.4 

 

The chart below identifies bilingual on-board frontline staff employed by the Department of 

Central Management Services as of February 28, 2019 by name, job title, and languages spoken. 

 

 

Central Management Services 

Bilingual On-Board Frontline Staff (as of February 28, 2019) 

Employee Name Job Title Position Number 
Bargaining 

Unit 

Languages 

Spoken 

Job 

Description 

Lopez, Irma 
Public 

Service Adm 
37015-37-04-000-10-01 RC 63 Spanish Appendix A 

Magaña, Mayra 

Human 

Resources 

Spec 

19693-37-00-010-02-01 RC 62 Spanish Appendix B 

McClain, Alejandra 

Human 

Resource 

Assoc 

19691-37-21-100-11-01 RC 14 Spanish Appendix C 

Oropeza, Estela 
Admin 

Assistant 1 
00501-37-04-000-31-02 RC 28 Spanish Appendix D 

 

 

 

 

                                            
1 State Services Assurance Act for FY2008, 5 ILCS 382/3-1 et seq. 
2 Id, at §§3-5, 3-10. 
3 Id, at §3-5. 
4 Id. 

http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E+3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E+3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E+3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E+3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000503820HArt%2E+3&ActID=2960&ChapterID=2&SeqStart=200000&SeqEnd=800000
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) 811.INGUAL POS1l10N TITU! 2. POSITION NUMBER
COOE OPTION CODE 

Exlslinijl Poslllcn 
1 

New/Revised Position 

Public Service Administrator Outreach Manager, BEP 29 SS1 37015-37-04-000-10-01 
3.AGENCY 4. BUREAU/ DIVISION 5.EXMT 8.WORK 7 ,.,. 

8AUCl1T 
I. OFflCt 

COCE COUNTY A\ITI1 \JSc 

&isling Position 

New/Revised Position 

Central Manaoement Services Business Enterprise Program 0 016 N R 

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

EJds!lng Position 

07/16/18 
New/Revised Position 

Outreach 0 MA021 ESTABLISH 
□ MC022 EXEMPT CODE CHANGE

Rulsn □ MC024 POSITION NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM CODE E•empt £81 MC025 CLARIFY
EJdslin9 Positlon □ MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 
□ M0021 ABOLISH 

New/Revised Position □ MC149 DOWNWARD REALLOCATION 

Cook County RC063 N 0 MC150 LATERAL REALLOCATION 
□ MC158 UPWARD REALLOCATION 

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

Under administrative direction, serves as Outreach Manager for the Business Enterprise Program (BEP); 
directs and implements policies and procedures for all aspects of Outreach for the BEP to accomplish the 
agency's mission to promote the economic development of businesses owed by minorities, females, and 
persons with disabilities. Monitors outreach efforts to ensure BEP program targets are met and to promote a 
diverse business population. Represents the Business Enterprise Program at major conferences and 
organizational functions. Plans, develops and implements a comprehensive training program for Business 
Enterprise Program Outreach. Serves as working supervisor. Defines spend categories and develops monthly 
spending plans for BEP Outreach budget planning. Communicates in Spanish to those individuals who do 
not speak, read or write English. 

20% 1. Serves as Outreach Manager for the Business Enterprise Program (BEP); Plans, directs and implements
policies and procedures for all aspects of Outreach for the BEP to accomplish the agency's mission to
promote the economic development of businesses owed by minorities, females, and persons with disabilities.
Coordinates procurement policies and procedures with the Small Business Set-Aside Program to provide
access to procurement opportunities to diverse small businesses. Develops and implements outreach strategy
to internal and external stakeholders, i.e., other state agencies, governor's office, legislators and business
community.

15% 2. Monitors outreach efforts to ensure BEP program targets are met and to promote a diverse business
population; develops and implements outreach tracking systems for the BEP program that provide program
infonnation concerning goals, commitments, waivers, spending and audit checklists; confers with the
Compliance and Monitoring Manager to document measurable outcomes that monitor the program target
goals set by BEP standards. Reviews, analyzes and compiles infonnation received from Outreach
Coordinators regarding business community demographic profiles and locations to target potential vendors,
and develops reports for management. Develops surveys and distributes to internal and external customers,
or contacts customers by phone, to inquire about the quality and usefulness of the BEP program to use for
continuous quality improvement; compiles completed survey infonnation received from Outreach
Coordinators, develops reports and makes recommendations to management for BEP quality improvement.
Conducts assessment evaluation of outreach efforts and develops and submits reports to management.
Utilizes word processing� spreadsheet and database applications to develop databases and spreadsheets to
monitor, track and develop reports for various aspects of the Pro�ram . .-
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITl.E {IF ANY) l!tt..lNG\JAL POSITION TITLE 2. POSITION NUMBER 
coo, OOTIONCOOE 

E.isb--ng Pru!llitm 

19693-37-22-200-01-02 

New-i�zed P0$1!!00 

Human Resources S=cialist 29 ss 19693-37-00-010-02-01 

3.AGENCY 4. BUREAU/ DIVISION '""" e vYOSIK "" 
flAWIT 

V OFFICE 

CCOE COIMY "'"' us,; 

&isling PQ$ilil:t't 

Personnel/Statewide Services 
New/Reviled P?!illkm 

N R Central Manaoement Services Director's Office 0 016 

10. SECTION 1L UNIT 12, TRANSACTION CODE 13. EFFECTIVE DATE 

UstingPos,liQn 

06/16/17 

New/Revised P�!ttm 

Diversity Enrichment Program 0 MA021 ESTABLISH 
0 MA022 EXEMPT CODE CHANGE ,.,,., 181 MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE ex.,.., Ill MC026 CLARIFY 
ExiSUng Posltlen 0 MC027 ADDITIONAL IDENTICAL CHANGE 
Chicago 0 MC028 WORK COUNTY CHANGE 

0 MD021 ABOLISH 
NewlRellr.letl Pw:1111,;m 0 MC149 DOWNWARD REALLOCATION 
Cook RC062 N 0 MC150 LATERAL REALLOCATION 

0 MC158 UPWARD REALLOCATION 
%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction of the Manager, Diversity Enrichment Program (DEP), serves in a journey level
professional Capacity performing complex specialized human resources administration duties; provides
journey level advice on professional employment and Career development counseling to DEP management,
the general public and State employees at DEP Job Forums; prepares documentation of activities in
accordance With the State Hispanic Employment Plan and participates in drafting and final preparation of
the Annual Report; consults With and serves as liaison between DEP and the CMS Bureau of Personnel In
the interpretation and adherence to the Personnel Code, Personnel Rules, and collective bargaining
agreements; analyzes, interprets, evaluates and determines information associated with the CMS
Classification Plan, Pay Plan and applicant assessment processes to provide effective skills match and career
counseling services and consultation to agency management, management of other State agencies and Job
Forum attendees; maintains information on career counseling activities on the CMS Job Applicant
Counseling and Career Development System. Translates functions, procedures and documents into Spanish
for individuals who cannot speak or read English.

25% 1. Provides journey level advice to agency management, staff of all agencies and the general public on
human resources Information related to the Diversity Enrichment Program; utilizing the CMS Classification
Plan, Pay Plan, and applicant assessment processes, provides effective skills match and career counseling
services at DEP Job Forums; ensures advice given adheres to the Classification Plan, the Personnel Code,
Personnel Rules and collective bargaining contracts; consults with the CMS Division of Examining and
Counseling, Upward Mobility Program and Tuition Reimbursement Programs to obtain current and revised
information on client services to maintain accurate information to be conveyed to Job Forum attendees.

25% 2. Conducts Job Forums statewide in communities and neighborhoods consisting of substantial protected
class populations; provides skills match and career counseling services to Forum attendees comparing
qualifications and career goals with the structure of the Classification Plan and applicant selection process to
recommend target titles best suited to the attendees; works in consultation with minority advocacy groups to
foster participation and support of the forums; disseminates· information on position availability, job posting
information, class specifications and other information materials to the general public; maintains career
counseling activities on the CMS Job Applicant Counseling and Career Development System; provides
follow uo services to Forum attendees.
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CMS lLLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICES 
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POSITION DESCRIPTION 

1, POSITION TITLE WORKING TITLE (IF ANY) Bl�INGUAI. POSmON Tm.E 2. POSITION NUMBERCODI! OPTION COOE 

e.1sung PosiUan 

t 
New/Revised PoslUon 

Human Resources Associate 
S51 19691-37-21-100-11-01 

3.AGENCY 4. BUREAU/ DIVISION 5.ElCMT e.wORK 7 AA 
BMJDIT 

11. 

CODE COUNTY AUTH. OFFICE 
USE 

Existing PoslUan 

New/Revised Posltian 

Central Management Services Personnel/Examining & Counseling 
0 084 y R 

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

ExlsUn9 Position 

05/16/18 

New/Revised Position 

Springfield Assessment Center Disabled Workers Program 0 MA021 ESTABLISH 
□ MC022 EXEMPT CODE CHANGE

Rutan □ MC024 POSITION NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM CODE Exempt £isl MC026 CLARIFY 
e.11mn9 Position □ MC027 ADDITIONAL IDENTICAL CHANGE 

□ MC02B WORK COUNTY CHANGE 
□ MIJ021 ABOLISH 

New/Revised Po.sltion 0 MC149 DOWNWARD REALLOCATION 
Sangamon County RC014 N 0 MC150 LATERAL REALLOCATION 

□ MC158 UPWARD REALLOCATION 
%0FTIME 16. COMPLETE CURRENT ANO ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction of the Disabled Workers Program Coordinator, perfonns complex paraprofessional 
human resources functions for the Disabled Worker Programs. Responds to inquiries for the Successful 
Disability Opportunities Program (SD) and Alternative Employment Program (AEP) performing initial 
review of document and maintaining filing systems. Schedules applicants including SD applicants for 
accommodated exam appointments. Perfonns front desk duties; perfonns test room duties. Provides oral 
instructions on procedures and functions to mono-lingual Spanish public. 

25% 1. Responds to routine and semi-complex inquiries regarding the Successful Disability Opportunities
(SD) ?rogram; performs initial review of documents to identify open positions for the potential placement of
disabled persons within State agencies and submits to supervisor for processing. Confers with OHS-DRS
rehabilitation counselors regarding SD applicants. Maintains filing system for applicant files.

25% 2. Schedules applicants including SD applicants for accommodated exam appointments at the Springfield,
Chicago, Champaign, Marion and Rockford Assessment Centers. Verifies accommodation requests for
approval by the Disabled Workers Program Coordinator. Coordinates scheduling with each Assessment
Center based on staffing availability to assist scheduled applicants. Records scheduled appointments on
electronic Accommodated Test Schedule. Provides schedule updates to test monitor staff.

15% 3. Perfonns front desk duties by registering applicants for examinations; perfonns pre.testing
qualifications checks on specific position titles using the qual check manual and consulting with final qual
check staff; responds to telephone and walk-in inquiries regarding testing, counseling and the state
employment process.

15% 4. Perfonns test room duties relative to the administering of civil service examinations on the WinCATs
(automated testing) system; administers accommodated testing to persons with disabilities. Alphabetizes,
sorts, and bundles test materials (e.g. open competitive, promotional and Upward Mobility applications) and
forwards to the Central Offices.
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CMS ILLINOIS DEPARTMENT OF

CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITLE (IF ANY) Bl�INGUAI. POSITION TITIJ! 2. POSITION NUMBER
CODE OPTION CODE 

Existing Position 

New/Revised Position 

Administrative Assistant I 29 ss 00501-37-04-000-31-02 

3.AGENCY 4. BUREAU/ DIVISION 5. EJWT 6.WORK 1"-11 
9.,lUOIT 

II.OFFICE 
COOE CO\JtlTV AUTH USE 

l:Jdsling Posmon 

New!Revised Pos!Uon 

Central Management Services Business Enterprise Program 0 016 y 

10. SECTION 11. UNIT 12 TRANSACTION CODE 13 EFFECTIVEOATE 
Existing Position 

07/16/18 
New/Revised PosiUon 

0 MA021 ESTABLISH 
0 MC022 EXEMPT CODE CHANGE 

Rutan 0 MC024 POSITION NUMBER CHANGE 
14. WORK LOCATION 15. BARGAINING/TERM CODE E,empt 181 MC026 CLARIFY 
E.Jlsting Posmon 0 MC027 ADDITIONAL IDENTICAL CHANGE 

0 MC028 WORK COUNTY CHANGE 
0 MD021 ABOLISH 

New/Revised Posltion 0 MC149 DOWNWARD REALLOCATION 

Cook County RC028 N 0 MC150 LATERAL REALLOCATION 
0 MC158 UPWARD REALLOCATION 

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

Under general direction of the Certification Section Manager of the Business Enterprise Program; performs 
analysis functions of vendor application files and documents to conduct review of history, organizational 
structure and financial, legal and administrative operations; analyzes vendor reciprocity files to determine 
requirements are met. Assists the Certification Section Manager with organizing goals and objectives for the 
program and in conducting research studies of the organizational and administrative procedures. Performs a 
variety of staff functions and assists the Division Manager with various administrative and/or technical 
correspondence, special projects and reports. Communicates in Spanish to those individuals who do not read 
or speak English. Attends meetings, conferences, workshops and other activities; prepares mailings and 
maintains database. Conducts site visit interviews throughout the State at various off-site locations in 
performance of these duties to determine program eligibility requirements for certification. 

25% 1. Analyzes vendor application files, including full certification, No Change Affidavits and relevant
documents including tax statements, balance sheets, federal income tax returns, Joan agreements, proof of
ownership and sources of funds used to invest in die business; conducts review of history, organizational
structure and financial, legal and administrative operations in determining if applicant meets Business
Enterprise Program (BEP) requirements for certification; makes recommendation regarding certification to the
Certification Section Manager. Conducts site visit interviews throughout the State at various off-site locations
in performance of these duties to determine program eligibility requirements for certification.

20% 2. Analyzes vendor reciprocity files, including such documents as federal tax returns to conduct a review of
history, organizational structure, financial, legal and administrative operations to detennine if applicant 's
entity meets BEP requirements for reciprocity.

20% 3. Assists the Certification Section Manager with organizing goals and objectives for the program and in
conducting research studies of the organizational and administrative procedures; assists the Certification
Section Manager in developing and coordinating general and targeted outreach/public relations campaigns;
works with the Certification Section Manager and public affairs in coordinating advertising placement.
Participates in the analysis of existing program support functions including budget, certification, legislation,
computerized operations, outreach, public affairs, and vendor relations.
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