RC-028                                                                                            


                 BID NO. 0041
VACANCY BID NOTICE
TITLE:                               
Administrative Assistant II
SALARY RANGE:               
$3724  -  $5608
DIVISION/SECTION:          
Director’s Office/Workforce Development
DATE OF POSTING:           
January 11, 2008
LAST DATE TO APPLY:    
January 25, 2008
WORK COUNTY:                
Cook

RETURN BID TO:                
DCEO, Human Resources Office, 620 East Adams Street, 6th Floor, 





Springfield, Illinois 62701

JOB DESCRIPTION:  Under general direction of the Deputy Director of the Bureau of Workforce Development, serves as confidential staff assistant performing a variety of sensitive and controversial personnel functions for the manager; conducts all personnel related activities for the Deputy pertaining to Cook County and Northern Illinois hiring, transferring and promotions of new or existing staff; confers with the Deputy director on program policy and interpretation issues. authors reports; gathers confidential, time sensitive critical reports and information or a combination thereof, for the Deputy Director.

1.
Conducts all personnel related activities for the manager pertaining to hiring, transferring and promotions of new or existing staff; initiates all necessary documents and serves as the Bureau's point of contact with the Agency’s Human Resources Office to fill Chicago/Northern postings and transact hires, transfers and promotions of staff. Coordinates the dissimination and preparation of Chicago employee performance evaluations, develops completion schedules to ensure evaluations for staff are completed on schedule with employees’ creditable service dates. 

2.
Confers with the Deputy Director on program policy and interpretation issues, recommends procedures for the operation and application of agency policies; some of which may be of a sensitive and controversial nature; participates in management meetings related to organizational structure and program planning for the Bureau that provides for the most expeditious delivery of programs and services.

3.
Authors and prepares the Bureau's weekly report for the Director's Office, comprised of major and signficant activites for the Director's briefing; directs and coordinates the Bureau's Chicago staff in performing projects, directing staff and management in the preparation of memorandums, letters and other correspondence in the Deputy Director's behalf, including material of a sensitive and controversial nature pertainig to program operations and policy development.

4.
Gathers confidential, time sensitive critical reports and information, or a combination thereof, for the Deputy Director.  Requests materials from staff members and managers for the Deputy Director's utilization at meetings and projects.  Evaluates requested material and converts information into an organized presentation for the Deputy Director.  

5.
Coordinate and schedule meetings, distributes materials to Division managers and maintains follow-up of activities; compiles materials for the conferences and workshops that the Bureau organizes and prepares materials for distribution at the conference.

6.
Attends meetings for the Manager.  Represents the Deputy Director with delegated decision making authority in meetings and conferences.

7.
Performs other duties as assigned or required which are reasonably within the scope of the duties enumerated above.
SPECIALIZED SKILLS:  Requires knowledge, skill and mental development equivalent to the completion of 4 years of college preferably with courses in public or business administration, two years of progressively responsible professional experience in a public or private organization
NOTE:
   Candidates will need to complete and submit a bid form and on line application or CMS100 Employment Application to Human Resources Office; Attn: Natalie Farmer, 620 East Adams Street, 6th Flr, Springfield, Illinois 62701

