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I Administration 

15. BARGAINING; 
TERM CODE 

RUTAN 
E)(EMFT 

12 iAAN$ACTI01' CODE 13 EFFECTIVE DATE I 

0 
0 
0 

M.ll,02i 
MC022 
MC024 

I 1-1-17 , 
ESTA3' • .ISH I 
EX:OMPT CODE CHANGE 
POSlilON NO CHANGE I 

(El MC026 C!...ARl=Y 
0 MC027 ADDITIONAL IDENTICAL CHANGE 

I
, ["°'"Ii,., . ., n 0 MC028 WORK COUNiY CHANGE 

; 0 Moni ABOLISH 
, " 0 MC149 DOWNWARD REALLOCATION 

' ,,,.,.:Ra-.ic-:: ""'ff _.,., l ' 0 MC150 LATERAL REALLOCATION 
j San9amp~ !County RC028 N j 0 Meise U?WARDREALLOCt..TtON 

% Oi' T ' ~E! , 16. COMPLETE, CURRENT At-ID ACC\JRA TE STATEMENT OF POSITJON DUTIES AND RESPONS131LJTIES 

11 , Under administrative direction of the Division Manager, serves as staff assistant performing a variety of J 

f,,,1',, : assignments in planning, deveioping and eJ<ecuting operating procedures and evaluation of programs I 
: including the Juvenile fire Setter lntervention Pr09ram (JFS!P); directs and conducts studies and ) 

" : im·estigations affecting program operations; coordinates logistics for JFSJP training; serves as a liaison l 
,; : with fire departments, sta:e agencies and the general public; travels statewide in performance of duties: I 
ii : translates functions/procedures into Spanish for those who cannot speak or read English. I 
i; ' ~ 

30% :: i 1. Serves as staff assistant in the planning, development and execution of operating proceduies and ,. 
[J : evaluation of program elements for the Arson Division including but not limited to the JFSIP; collects 
:: : data needed to respond to subpoena/FOIA requests; prepares correspondence for the Division · 

, Manager's signature. Translates functions/procedures into Spanish for individuals who cannot speak 
:, : or read English; serves as an interpreter between the languages. 
:; I 

I 

20% il : 2. Directs and conducts a variety of studies and investigations affecting program operations and inlema\ \ 
control which have direct impact on the credibility of the agency; advises supervisor on personnel and 

1

. 
budgetary problems and other administrative matters; assists in annual budget preparation; prepares 

20% :: 
'i 

!i ' I 

!1 
I 
I 

!~ I . 
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15% I 

I 
' I 
I 

:i 
I 

;~ ' 

monthly reports for division slati?tics on number of fires assigned to each arson inves:igalor per month 
and total number of fires assigned for the year by area; assigns case number to fires as required by i 
arson investigators including information on when, where, time occurred, death or injury, and county I 
where fire occurred. 

I 
3. Coordinates ail logistics required. for FJSIP training; schedules training sessions and iderll\fies anct f 

4. 

secures training venues and presenters; receives applications and fees and enrolls firefighters for 
certification; assists in researching. compiling, updating and disseminating training malerials for arson 
training dasses; notifies the Personnel Standards and Education Division of any changes to the 
program to ensure testing contuse to meet standards required by !he Internal Fire Service Training 
Association; travels statewide to training sessions to assists the Division Manager with facilitating 
program training . 

Serves as liaison with fire departments, . sta\e agencies and \he general public; confers with fire 
departments and the general public to P*1lP:eI"e~Dr! prpgrarns; interprets, discusses and expiains 
division programs, policies, procedures an~ .Oene11t~ lo 1nferested groups. 
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,,.,;,ts fiscal ""'""me! with JFSI? program budge! and p<ooes$1ng of fees; monages, ma;nlah>s I 
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I and updates the program's Access database with certified JFSI interventionists; provides statistical 
' information as required by agency management. 

I I 

' I ' 

I 05~ I s. Maintains the JFSfP website and Facebeiok page to ensure all content is correct and up-to.Cale. ! 

I A\\ern:!s and parfa::ipates in staff mee-tlngs, conferences, seminars and training sessions to increase 

I 
' I professional experien,:;e and knowledge. 
' 
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7. Perfoifns other duties as required or assigned which are reasonably within the duties enumera ad Q- D 
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' above. 
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I ~-7: ?o• TION TITLE ANO NUMSE:R OF IMMEDlt..TE SU?ERVISOR {Responsible fCl< assgrno:; and re11i!!Win9 w::irk., preparin;;i. :.:::nd'1::tirlg and I s.gnm~ ~rt:;rmance !!valuatio."ls:; eNecti\<elr reeornmem:lin~ ancf imposing dis::ipfi11ary acliotl and :i:ljusting 9tie11an:es far the ir.c<..1m00nt or this 
lll$il\:>!'I. 

I 
WOR"ING TrTLE flf A~.JYl 

Public Service Adminrstralor 37015·50-50·800-00-54 Division Manager 

11!. CHE i.K THE A?PROPRi.4.TE SOX IF Tt-!IS ?OSrTION IS A: 
I 

• J a SUPE.~VISOR OR 0 LEA'O WORKER 

j 1 OTE: Supervisory or lead worker responsibmitles must be described in a detailed duly Slatement(s) I with a time percentage{s) allotted. 

l!<i Poll. ~s Cl\llekll1! above, 1\s\ position title .• position num!>er, and number ·Of s:ib:m:linale .incumbents or .eulhoriz:ed fun::!ed 
he !:lrount: 

No. ollncumbents or 
PoSiticn TiUe ?osi!ion Number f'undea Vae<1ncies 
NIA 

I ! 

~9. SP CIA:UZEO KNOWLEDGES. SKIL.l.S, AB!UTlES. LlCCNSURE OR CER'TJ.FICATJON NECESSARY FOR THE SUCCESSFUL , 
PERFOI M~NCE OF THE WORK OF THIS POSITION. NOTE: ~IN!;& THfiBi 6!31; NOW ~;v;RA'- OPT!QNS QF ~~bl.~ A!jO ~lb1TI£iS ·bND 
IJCENC:: RE OR Cf;BTIFl~IIO~ IQl:!SIIFIEO ON :§TANOAR0;2 THE PHRA~$ ~AME A~ ~E!!iiCIFICAilON' ~AN NO LO~f! §~:\!_SEO. 

'Requires knowledge, skill and menial developmenl equivalent 10 completion of four years of college, preferably with ; 
course~ in public or business administration. Requires two years of responsible administrative e:xpefience Jn .a public or 
private organization. Prefers knowledge or the Juvenile Fire Setters .Intervention Program. Requires lhe ability to travel. • 
Requires the aoilily to speak and wrile Spanish at a colloquial s1<.Ut level. · I 

. I 
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'er ~S. ILLrNO!S DEPARTMENT OF' I POSITION DESCRIPTION CENTRAL MANAGEMENT SERVICES 
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1. ?OSI ON TITLE 
WORKll'IG TITLE (If AtlVj CODE QJ'TtON CODE 2. POSITION NUMBER 

I Exism·1& P.: ' itlon 

30010-50-50-000-10-16 I 
I 

' 
I 
i 

Nttw/Rf\'tH ?.o:ill:ta.'"I 

I Office I ssistant 29 52 30010-50-50-400-00-16 
i 
I: 5 EXMT 5 WJRK 7 Afj ,. 

3AGEN ;yi 4 . BUREAU/DIVISION COCE COul<TY AU'nol. e AUDIT 9 OFFICE USE 

Ex111.ng Poi IOI?. 

I !; 

!i 
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Office c tl)e State Fire Marshal Elevator Safety 0 016 N R 
If 

10. SEC ON 11. UNIT 12. TRANSACTION CODE I 13. EFFECiTVE DA TE 
E1.i11.11"9.PO' l"'h l 11/01112 

N.-IR•Vt,. Pot.itltllf'\ 0 W\021 ESTABLISH 
;i 

Cierica! 
·I 

0 MCOZZ EXEMPT CODE CHANGE 
~ MC024 POSITION NO. CHANGE 

H 15. BARGAINING! RUTAN 0 MC028 CLARIFY 
14.WOR ubCATION TERM CODE EXEMPT 0 MC027 AOOIT\ONAL IDENTICAL CHANGE 
E«llnQPO• ~,) 0 MCC28 WORK COUNTY CHANGE 

l 0 MD021 ABOLISH 

11 0 MC149 DO'MIWARD REALLOCATION 
N~nLMC Polldiror. 0 MC150 LATERAL REALLOCATION 

Cook C · Uffly RC014 N 0 MC158 UPWARD REALLOCATION 

%OFT IME , 15. COMPLETE. CURRENT AND ACCURATE STATEMENT OF POSITION DUTIES AND RESPONSIBILITIES 
if. , Under direction, performs a variety of difficult clerical duties inciuding but not limited to filing, typing, record 
ii. : keeping, faxing, copying, opening and sorting mail and answering the telephone. Maintains fogs and 
i! : records. Translates functions.lprocedures into Spanish for individuals who cannot speak or read English. 
i! I 

i\ ' 
35'} ·i : 1. Performs a variety of difficult clerical duties such as filing, typing duties determining format, preliminary 

~ : ' assembly and editorial efforts; records keeping, faxing, copying, opening and sorting mail and 
I 

!i ' answering and transferring cans: operates common office equipment such as typewriters, copy 
:; 

' machines, fax machines and computers. ;! ' . .. 
25°1 i\ : 2. Enters information into agency computer system; maintains records and filing system; logs in request 

fi: ' for information concerning the Elevator Safety Program. 
I 

L I 

20°1 ll · : 3. Translates functions/procedures into Spanish for individuals who cannot speak or read English; serves 
I . as interpreter between the languages , providing fire safety information and responses to general h ' 
i! ' inquiries for the Chicago office. ' !'; I 

I 

15°1 H : 4. Types a variety of material including letters, memo's and E-mails to the general public, ot"ier state I 1, 

I 
' agency's and OSFM staff as instructed by the Division Director. types labels and/or information for 

i'. 
' 
' letters. memo's reports and files. 

il ' 
' 

5% i! : 5. Performs other duties as required or assigned which are reasonably within the scope of the duties . enumerated . i! ' Ii . . 
!i ' \!_ ,. ' 

I !,' ' . 
:, . I 

' ' 
lo- ' . 
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~~ I IMMEOlATt] ERV~~s8os~r~~1i I AG~Y HEAO SIGN.A TI.IRE DATE 

-r~ 11/;1/;;-I , . 22 _, STA FIRE MARSHA 
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t7. PCS noN mu: AND NUMBER OF IMMEDIATE SUPERVISOR {Resport•ible for aaigning and IWVilWlng wen.~ conduetln; and 
signing _ _ _ eval&latione; ell'llc.fMl!y nlCOl'hll•ldlng Ind 111110lin0 dltc:i;lltnary action and tldJutling gri9wanca for the Incumbent d 'this 
pcdon.) 

WORKING TITLE (IF ANYl 
Senior Public Service Administrator 40070-50-50-400..00-16 Division ;Director 

- .. 

11. CHE< [K THE APPRO?RlA TE BOX IF THIS POSITION JS A:. 

c SUPERVISOR OR 0 LEAD~eR . 

I ~ I ore: Superviaoly or lead worbr' responsiblllies nul be deml>ed in. detded duty ltatemenl(s) 
wilh a time percentage(s) allollled. . J 

If J ~ wa d'lecked above. list pasilian tiUe, pasllion nLmber, end nwnber .of wl»rdlnllla ~ or autlaorized funded 
nedcount ! 

Nc). Of lncumbimtl ct 
·Podlon Title Posillon .tMnbtr Funded VIClllCio 

NIA 

II 

! 

: 
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T9. SPE :;!Al..tZEO KNOWLEDGES. sKILLS, ABIUTIES. UCfNSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL · 
PER FOR £.\NCE OF THE WORK OF TlilS POSITION. t.Q!i; SJ~lii It:iER~ 61315 HOW ~maa, QPTIO!§ Qf Bl.§ ~ ~1111.l!!i:i AHO 
l\I"''" .. ''"' ~., nD-r..!'°RTIFICATIC"IN t • nM ~ ·• TW"' .......... .., ... ..., .. ...,. A.."i: ,. _ 'l'..u.I NnlnNr.JOR RI' l!SF'n 

Requir s knowledge, skill and mental development equivalent to completion of high school and one year of 
related~ ! office experience. Good communication skills, both oral and written. Require& ability to foUow · 
orallwrlffen instructions. Accurately. type 35 w.p.m. Requires the ability to use commonly used office 
equipment such as copy machine. fax, typewriter and computer. Candidate must have the ability to speak and 
write S oanish at a eo!loquial level. . .. . • · . 


