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12/10/2013 

Coordinator - Testing Center - MAL0000172  

 
Duties and Responsibilities 

This position plans, coordinates, and administers various assessment 

instruments for new, continuing, and/or returning students. Coordinates the 

scoring process for all assessment processing. Responds to inquiries regarding 
test procedures from staff and/or students. 

 

Qualifications 
Bachelor's Degree required with coursework in education or related subjects 

such as well as human relations, psychology, etc. plus three years of experience 

in a student services environment; or Associate’s Degree with coursework in 
business and human relations, psychology, etc. plus five years of professional 

experience in student services environment may be acceptable at the discretion 
of the President.  

Must be able to carry out duties with minimal direction. Must be able to analyze 
the needs and problems of students and determine an effective method to 
resolve them. Must be able to organize and prioritize a dynamic and sometimes 

stressful workload. Must be able to work independently within changing 
deadlines. 

Excellent verbal and written communication required. Ability to clearly 

communicate semi-complicated information to varied audiences. Must conduct 
interactions, some of which may be with diverse individuals, in a polite and 

courteous manner. Ability to interpret various local, state, and federal rules and 
policies and explain them in an understandable manner to an array of students. 
Must be able to conduct all business in a professional manner, combined with 

the ability to perform all duties accurately. 
Must have demonstrated experience using networked personal computers, in 

addition to all applicable software.  

 
      

Chicago residency is required for all full-time employees within 6 months of 

hire. We are an equal opportunity and affirmative action employer. 
Thank you for your interest in CCC! 

 

Apply online at https://cccconnect.taleo.net/careersection/2/jobdetail.ftl  

 
 

 

https://cccconnect.taleo.net/careersection/2/jobdetail.ftl
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12/10/2013 

Alternative High School - Project Middle College Advisor-  

Temporary - OLI0000181  
 

PRIMARY OBJECTIVE: This position is responsible for planning, implementing 

and monitoring an instructional program that ensures the achievement of the 

student's instructional and personal goals. 
 

Works with student in planning and implementing an Individualized Optional 

Education Plan (IOEP) . Plans instructional program for student based on 
historical transcript, assessment data and current IOEP. 

Maintains current and accurate records of attendance and academic progress of 

students. Meets regularly with students and consults with instructors and 
parents in order to assess progress toward academic providing direction and 

assistance as necessary. Works with Student Development Coordinator in 
regards to student activities related to academic goals as well as provides 

guidance in response to request from Student Development Coordinator in 
areas of student behavior and personal growth. 
Conducts seminars and workshops for students in any/all of the following areas: 

college matriculation, career readiness and personal growth. 
Performs related duties as assigned by the Principal. 

 

 
Qualifications   

Bachelor’s Degree (Masters preferred) in an Education related field required. 
Three years of experience with secondary students in an urban high school 
environment required, alternative setting preferred. 

Experience with working collaboratively with co-workers, as well as with 
students and family members preferred. 

Excellent verbal and written communication skills. 

Excellent organizational skills required. 
 

Chicago residency is required for all full-time employees within 6 months of 

hire. We are an equal opportunity and affirmative action employer. 
Thank you for your interest in CCC! 

 

      

Apply online at https://cccconnect.taleo.net/careersection/2/jobdetail.ftl 
 

 

https://cccconnect.taleo.net/careersection/2/jobdetail.ftl
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12/10/2013 

College Clerical Asst II - Part Time - OLI0000176  

 
PRIMARY OBJECTIVE:  Under supervision, performs a variety of routine clerical 

duties in a college administrative or departmental office; and performs related 

duties as required. 

Operates computer equipment utilizing word processing software to produce a  
variety of materials including exams, student handouts, faculty lists and 

handbooks, teacher program forms, narrative reports and general 

correspondence; maintains general office and college program files.  
 

Assists in reviewing time sheets and prepares attendance reports for payroll 

processing.  Answers telephones, takes messages and transfers calls to 
appropriate personnel.  Sorts and distributes incoming mail.  

Prepares purchase requisitions for supplies and equipment, reviews invoices and 
purchase orders to ensure correctness of charges and to verify delivery of 

ordered items.  
 
Provides information to student inquiries regarding registration, financial aid, 

departmental course offerings and policies. Maintains and updates student 
academic records, financial aid reports, registration forms and transcripts.  

Maintains and updates college course data and inputs student registration 

information.  Required to adhere to CCC Customer Service Excellence 
standards. Performs related duties as required. 

 
Qualifications 
Graduation from high school supplemented by one year of clerical and 

keyboarding experience in an office setting; or an equivalent combination of 
training and experience. Proficient in PC desktop and related software 

programs.  Ability to operate a personal computer. Ability to keyboard 45 words 

per minute.  Ability to follow oral and written instructions. Skill in basic filing, 
record keeping and operation of a variety of office machines.  

 

Chicago residency is required for all full-time employees within 6 months of 
hire. We are an equal opportunity and affirmative action employer. 

Thank you for your interest in CCC! 

 

 
Apply online at https://cccconnect.taleo.net/careersection/2/jobdetail.ftl 

 

https://cccconnect.taleo.net/careersection/2/jobdetail.ftl


 

4800 W. Chicago Avenue, Chicago, Illinois 60651 

773.378.5902                                             fax 773.378.5903 

sign up for daily job leads www.lashawnford.com 

email job leads to workforce@lashawnford.com 

please feel free to forward job leads to others 

4 

12/10/2013 

Manager of Pediatrics Mobile Unit 

St. Bernard Hospital and Health Care Center is committed to participate as an 
active partner in the well-being of the community we serve.  Since our founding 

in 1904, St. Bernard Hospital and Health Care Center has been a continuously 

growing entity within Englewood and the Southside communities of Chicago. 

Not every child who needs medical care makes it in to St. Bernard Hospital.  
That’s why St. Bernard Hospital reaches out to them.  Our Pediatrics Mobile Unit 

travels to Englewood-area schools, day care centers, and health fairs to provide 

children with the care they need. 
 

Description: Responsible for all aspects of the Pediatrics Mobile Unit program.  

The Manager is also responsible for driving and mechanically maintaining the 
40-foot long mobile clinic vehicle.  Administer and provide oversight to the 

program which provides immunizations, school physicals, sports examinations, 
asthma screenings, and more. 

 
EOE  “A Tradition of Caring” since 1904. 
 

Requirements: Bachelor’s degree in Healthcare Administration or related field. 
Current Illinois (Class C or CDL) drivers’ license with good driving record.  

Experience in driving a 40-foot long motor vehicle. (Please do not apply for this 

position if you do not meet the minimal requirements listed above.) At least 3 
year experience in the healthcare setting. At least 1 year of relevant experience 

in the health care setting in a supervisory position. Excellent verbal, writing and 
interpersonal skills are essential. Good computer skills.  Qualified candidates 
must be familiar with standard concepts, practices, and procedures within their 

field. 
 

Applicants may submit downloaded employment applications and resumes in 

the following ways: 
 

Email: employment@stbh.org  

Fax: (773) 962-0034 
Mail: Human Resources Department 

St. Bernard Hospital 

326 West 64th Street 

Chicago IL, 60621 
 

 

mailto:employment@stbh.org
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12/10/2013 

Registered Nurse 

 
St. Bernard Hospital and Health Care Center is committed to participate as an 

active partner in the well-being of the community we serve.  Since our founding 

in 1904, St. Bernard Hospital and Health Care Center has been a continuously 

growing entity within Englewood and the Southside communities of Chicago. 
 

Description: 

Evaluates, plans, implements, and documents nursing care for an assigned 
patient population.  Assists physicians during examinations and procedures.  

Performs various patient tests and administers medications within the scope of 

practice of a registered nurse.  Promotes patient’s independence by establishing 
patient care goals and teaching patient and family to understand condition, 

medications, and self-care skills. 
 

We offer a competitive salary and a full range of benefits including:  paid 
holiday and vacation, health, dental, life, long-term disability, pension plan, and 
retirement plan. 

 
EOE  “A Tradition of Caring” since 1904. 

 

Requirements: Requires an associate’s degree and/or graduated from a nursing 
school and a current RN licensure from the State of Illinois Department of 

Professional Regulations or valid temporary permit to practice nursing in the 
State of Illinois. 
Qualified candidates must be familiar with standard concepts, practices, and 

procedures within their field. 
 

Applicants may submit downloaded employment applications and resumes in 

the following ways: 
 

Email: employment@stbh.org  

Fax: (773) 962-0034 
Mail: 

Human Resources Department 

St. Bernard Hospital 

326 West 64th Street 
Chicago IL, 60621 

 

mailto:employment@stbh.org
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12/10/2013 

Social Worker 

 
St. Bernard Hospital and Health Care Center is committed to participate as an 

active partner in the well-being of the community we serve.  Since our founding 

in 1904, St. Bernard Hospital and Health Care Center has been a continuously 

growing entity within Englewood and the Southside communities of Chicago. 
 

Description: 

This position provides quality services to patients through coordination of all 
discharge services; submission of reports of neglect and abuse to state 

regulatory agencies as mandated; coordination of meetings with families to 

ensure that all discharge needs are addressed; and patient follow-up of 
discharge plans after discharge. 

 
EOE  

 
“A Tradition of Caring” since 1904. 
 

Requirements: 
Bachelor’s degree in Social Worker 

Licensed Clinical Social Worker (LCSW) 

Minimum of 2 years of clinical social work experience in acute care setting. 
Working knowledge of DSMIV-R 

Qualified candidates must be familiar with standard concepts, practices, and 
procedures within their field. 
 

 
Applicants may submit downloaded employment applications and resumes in 

the following ways: 

 
Email: employment@stbh.org  

Fax: (773) 962-0034 

Mail: 
Human Resources Department 

St. Bernard Hospital 

326 West 64th Street 

Chicago IL, 60621 
 

 

mailto:employment@stbh.org
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12/10/2013 

Supervisor 

As Supervisor at AMC® you’ll assist the management team to make sure the 
theatre runs smoothly so that every single guest enjoys the show. You’ll be the 

not-so secret to our success. 

 

Let’s take a look at your soon-to-be responsibilities: 
 

Make certain guest service is friendly, helpful and fast 

Maintain facilities that are clean, safe and in good repair 
Provide an experience that is comfortable, distraction-free and picture-perfect 

Serve fresh, appetizing and properly prepared food and beverages 

Assist with other functions as instructed by the General Manager 
Uphold AMC’s high standards and deliver entertaining company-wide programs 

 
As a Supervisor at an AMC theatre, you’ll also be required to demonstrate: 

 
Proven supervisory experience with effective managerial and training skills 
Persuasive written and oral communication skills along with strong analytical 

skills 
Ability to effectively delegate and follow up with booth crew members 

Proficient guest service, administrative and follow-up skills 

Equally comfortable communicating and working with guests, supervisors, 
peers, subordinates, vendors or partners 

Ability to consistently meet deadlines in a timely fashion 
Standing, walking, lifting, twisting and bending on a frequent basis 
 

At AMC, we live in a team-based culture where a take-charge approach exists at 
all levels. We expect that from you, too. We also offer continuous training and 

development programs, highly competitive compensation with performance-

driven bonuses and excellent benefits including free movie passes and health 
and 401(k) plans.  

 

If working in the entertainment world, delivering superior customer service and 
having fun matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-crew/supervisor  

 
 

 

 

 

https://www.amctheatres.com/careers/theatre-crew/supervisor
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12/10/2013 

Usher 

As an usher at AMC® you’ll clean and maintain the auditoriums, restrooms and lobbies 

while controlling access to the theatre and the auditoriums. That’s right. You get the 
legendary task of tearing tickets. You’ll also assist guests by providing direction and 

answering questions. We’ll even help you with the answers. 

 

Right this way to your soon-to-be responsibilities: 

 
Make certain guest service is friendly, helpful and fast 

Maintain facilities that are clean, safe and in good repair 

Provide an experience that is comfortable, distraction-free and picture-perfect 

Control access to theatre by greeting, directing guests and tearing tickets 

Enforce ratings to keep underage guests from accessing auditoriums with adult content 

Monitor auditoriums for picture/sound quality, temperature, lighting and guest behavior 
Create a constant presence inside and outside auditoriums to deter any disruptive 

conduct 

Assist with crowd control and seating of guests in auditoriums 

Clean lobbies, restrooms, auditoriums and all exterior and common areas of theatre 

Change marquees, auditorium, lobby signage and poster cases 
Answer questions from guests and resolve any concerns 

Assist with other functions as instructed by the General Manager 

Uphold AMC’s high standards and deliver entertaining company-wide programs 

 

As an usher at an AMC theatre, you’ll also be required to demonstrate: 
 

Proficient guest service, administrative and follow-up skills 

Comfortable communication and cooperation with guests, supervisors, peers, 

subordinates, vendors or partners 

Standing, walking, lifting, twisting and bending on a frequent basis 

Ability to present a calm demeanor that deters people from engaging in disruptive 
conduct while encouraging positive interaction with guests 

 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. We expect that from you, too. We also offer continuous training and 

development programs, highly competitive compensation with performance-driven 
bonuses and excellent benefits including free movie passes and a 401(k) plan.  

 

If working in the entertainment world, delivering superior customer service and having 

fun matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-crew/usher  
 

 

https://www.amctheatres.com/careers/theatre-crew/usher
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12/10/2013 

Dishwasher 

As a Dishwasher, you assist the food and beverage team in making sure that every 

single guest enjoys the experience. How so? You maintain clean and sanitary conditions 
of all cooking utensils, flatware, china, and stemware. In addition, you maintain a clean 

and safe environment in all back-of-house areas. Easier said than done, right? Let’s 

break it down into your soon-to-be responsibilities: 

 

Clean and sanitize all cooking utensils, flatware, china, stemware and workstation 
throughout the shift. 

Sweep and mop the stockrooms and walk-in refrigerator nightly. 

Maintain dishwashing equipment by following manufactures’ operating instructions. 

Lock and secure food and equipment. 

Clean all equipment in preparation for the next day. 

 
At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. We offer continuous training and development programs, a highly competitive 

compensation plan and excellent benefits. Ready to get started? First, answer these 

questions: Are you passionate about doing what it takes to get the job done? Do you 

enjoy satisfying guests? Can you help run a food and beverage operation like a well-
oiled machine? 

 

As a Dishwasher at AMC, you’ll need to demonstrate: 

 

Ability to work at a fast pace while standing for long periods of time. 
Complete basic food handling training and obtain any local or state mandated 

certification. 

Possess good verbal communication skills. 

Ability to follow instructions on safe use of all chemicals/cleaning materials. 

Ability to work with minimal supervision. 

Ability to, walk, lift, twist, bend, reach, and handle food products on a frequent basis. 
Ability to stand on feet for an extended period of time. 

Ability to ascend and descend stairs. 

Ability to lift up to 50 pounds and move it 75 yards on a regular basis. 

Ability to communicate and work effectively with supervisors and co-workers in a high-

volume setting. 
Ability to push trash carts weighing up to 50 pounds up to 250 feet. 

As if working in the entertainment world wasn’t enough, you’re entitled to many 

benefits as an AMC associate including FREE movie passes, a 401(k) plan, and an 

employee assistance program. If making a difference, receiving great benefits and 

having fun matter to you, apply today at 
https://www.amctheatres.com/careers/theatre-crew/dishwasher  

 

https://www.amctheatres.com/careers/theatre-crew/dishwasher
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12/10/2013 

Job Title: Child Protection Specialist   

Agency:  Children & Family Services   

Closing Date/Time: Wed. 12/18/13 5:00 PM Central Time   
Salary: $4,291.00 - $6,452.00 monthly  

Job Type: Full-Time  

Location: Cook County, Illinois   

Number of Vacancies: 1  

Plan/BU: RC062  
Bid ID#: 1348019-489543   

 

Minimum Requirements:  Preferably requires a master's degree in social work and two 

years of directly related professional experience; or requires a master's degree in a 

related human service field and two years of directly related professional experience; or 

requires a bachelor's degree in social work and four years of directly related 
professional experience; or requires a bachelor's degree in a related human service field 

and four years of directly related professional experience; requires possession of a valid 

driver's license, daily access to an automobile, and proof of vehicle insurance; requires 

physical, visual and auditory ability to carry out assigned duties.  

Directly related professional experience includes casework/case management 
experience related to family preservation or family reunification, adoption, youth 

development, counseling and advocacy services or a related field. The college or 

university issuing a degree must be accredited, and the degree program in social work 

must be approved by the Council on Social Work Education. The related human service 

degree refers to social work, psychology, psychiatric nursing, psychiatry, mental health 
counseling, rehabilitation counseling, pastoral counseling, marriage and family therapy, 

and human services. 

  

Work Hours & Location/Agency Contact:   

Work hours: Monday-Friday 8:30 AM to 5:00 PM  

Team 6C0544  Supervisor: Vacant  
Location: DCFS  1026 S. Damen  Chicago, Il 60612  

SUBMIT BIDS TO: SUE ALLEN-OATES  

100 W. RANDOLPH, SUITE 6-100 CHICAGO, IL 60601  FAX: (312)814-7134 

  

How to Apply:  This position may require a current grade from Central Management 
Services (CMS), Division of Examining and Counseling, to be deemed qualified and 

available for employment consideration. For more information, please refer to the 

Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional 

information may also be obtained from the Agency Contact listed above or by 

contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or 
(217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 

 

mailto:Work4Illinois@Illinois.gov
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12/10/2013 

Job Title: Office Assistant - Opt 5   

Agency:  Central Management Services   

Closing Date/Time: Tue. 12/17/13 5:00 PM Central Time   
Salary: $2,727.00 - $3,707.00 monthly  

Job Type: Full-Time  

Location: Cook County, Illinois   

Number of Vacancies: 1  

Plan/BU: RC014  
Bid ID#: CMS 8199   

   

Description of Duties/Essential Functions  Benefits  Supplemental Questions    

Under general supervision, performs clerical and messenger work. Delivers on various 

routes State of IL property as part of the centralized Mail and Messenger Services. Picks 

up outgoing mail from various state office locations, receives, sorts and prepares mail 
and packages for mailing and delivery, delivers agency payroll warrants, Performs basic 

upkeep and maintenance duties of the central mailroom, and motor vehicle used for 

mail and messenger deliveries. 

  

Minimum Requirements:  Requires knowledge, skill and mental development equivalent 
to completion of high school and one year of related office experience. Requires 

working knowledge of office practices, procedures and programs. Requires a valid, 

appropriate driver's license and the ability to travel; requires the ability to lift packages 

weighing up to 75 pounds. Requires working knowledge of alphanumeric sequencing. 

Requires the ability to follow oral and written instructions. 
  

 Work Hours & Location/Agency Contact:   Work Hours: 8:00 A.M. – 4:30 P.M.  

Work Location:  

Central Management Services/Agency Services/Agency Support/Mail & Messenger  

JRTC - 100 West Randolph Street  Chicago, IL  Cook County  

Agency Contact:  A & R Shared Services Center  
101 West Jefferson St. WIB Mail Code 5-110  Springfield, IL 62702  

Phone: 217-558-0962, FAX: 217-782-9925  

 

How to Apply:  This position may require a current grade from Central Management 

Services (CMS), Division of Examining and Counseling, to be deemed qualified and 
available for employment consideration. For more information, please refer to the 

Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional 

information may also be obtained from the Agency Contact listed above or by 

contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or 

(217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 
Option 5 - Mail & Messenger 

 

mailto:Work4Illinois@Illinois.gov
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12/10/2013 

Concessionist 

As a concessionist at AMC® you’ll sell fresh, appetizing and properly prepared food and 

beverage items to our guests. And smile a lot because, hey, you work in the movies. 
You’ll also maintain the cleanliness of the concession area and work fast as most 

concession sales occur 15 minutes prior to showtime. What’s a job without a little 

pressure, right? 

 

Feast your eyes on your soon-to-be responsibilities: 
 

Make certain guest service is friendly, helpful and fast 

Pop popcorn, pour drinks and serve hot dogs, MovieNachos®, pretzels, yogurt and 

other specialty items 

Greet guests, assemble food orders, operate point-of-sale terminals and make accurate 

change 
Transport bags of raw popcorn, cans/boxes of seasoning oil, syrup boxes, buckets of ice 

and other stock 

Maintain cleanliness of entire concession stand including cooking equipment, counters, 

shelves, glass display cases, condiment areas, preparation areas and stock rooms 

Perform daily concession maintenance duties 
Answer questions from guests and resolve any concerns 

Assist with other functions as instructed by the General Manager 

Uphold AMC’s high standards and deliver entertaining company-wide programs 

As a concessionist at an AMC theatre, you’ll also be required to demonstrate: 

 
Proficient guest service, administrative and follow-up skills 

Comfortable communication and cooperation with guests, supervisors, peers, 

subordinates, vendors or partners 

Standing, walking, lifting, twisting and bending on a frequent basis 

Capability to communicate and work effectively with guests in a high-volume setting 

Good verbal communication skills as well as math and cash-handling skills 
Ability to meet tight deadlines under minimal supervision 

 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. We expect that from you, too. We also offer continuous training and 

development programs, highly competitive compensation with performance-driven 
bonuses and excellent benefits including free movie passes and a 401(k) plan. If 

working in the entertainment world, delivering superior customer service and having 

fun matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-crew/concessionist 

 
 

 

https://www.amctheatres.com/careers/theatre-crew/concessionist
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12/10/2013 

Cashier 

As a cashier at AMC® you’ll operate the box office selling movie tickets and AMC Gift 

Cards (or gift certificates in Canada) to guests. You’ll also field questions about content, 
provide directions to the theatre, answer the phone, inform guests about prices/policies 

and enroll guests in our favorite and yours: the AMC Stubs® program. 

 

Let’s take a look at your soon-to-be responsibilities: 

 
Make certain guest service is friendly, helpful and fast 

Complete ticket purchase transactions by:  

Greeting each guest and identifying tickets requested 

Reading a computer screen, operating a keyboard or dispensing manual tickets 

Completing a credit card or MovieWatcher Rewards transaction or collecting cash and 

making accurate change 
Thanking the guest 

Ensure the security of all box office cash and tickets 

Keep box office clean and well organized and update box office signage 

Distribute and understand how to operate assisted moviegoing equipment 

Enforce ratings to keep underage guests from accessing auditoriums with adult content 
Perform daily box office maintenance duties and complete various reports as needed 

Answer questions from guests and resolve any concerns 

Assist with other functions as instructed by the General Manager 

Uphold AMC’s high standards and deliver entertaining company-wide programs 

 
As a cashier at an AMC theatre, you’ll also be required to demonstrate: 

 

Proficient guest service, administrative and follow-up skills 

Comfortable communication and cooperation with guests, supervisors, peers, 

subordinates, vendors or partners 

Ability to communicate and work effectively with guests in high-volume setting 
Good verbal communication skills as well as math and cash handling skills 

Ability to meet tight deadlines under minimal supervision 

 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. We expect that from you, too. We also offer continuous training and 
development programs, highly competitive compensation with performance-driven 

bonuses and excellent benefits including free movie passes and a 401(k) plan. If 

working in the entertainment world, delivering superior customer service and having 

fun matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-crew/cashier  
 

 

https://www.amctheatres.com/careers/theatre-crew/cashier
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12/10/2013 

Job Title: Office Associate - Opt 2   

Agency:  Children & Family Services   

Closing Date/Time: Wed. 12/18/13 5:00 PM Central Time   
Salary: $2,877.00 - $3,985.00 monthly 

Job Type: Full-Time  

Location: DuPage County, Illinois   

Number of Vacancies: 1  

Plan/BU: RC014  
Bid ID#: 1333031-334430   

 

   

Description of Duties/Essential Functions  Benefits  Supplemental Questions    

Under direction of the supervisor, performs a variety of complex, specialized clerical 

support services for multiple direct service teams in a field office, including case file 
maintenance, typing, records processing, and other office support functions. Performs 

rotating receptionist duties for the Glen Ellyn Office. 

  

 

Minimum Requirements:   
Requires knowledge, skill, and mental development equivalent to completion of high 

school and two years of office experience; requires ability to type accurately at 45 

wpm; requires a working knowledge of legal, social, and medical terminology. 

  

 
Work Hours & Location/Agency Contact:  Monday-Friday 8:30 AM to 5:00 PM  

DCFS/Glen Ellyn Field Office, 800 Roosevelt Road  Glen Ellyn, IL 60137  

SUBMIT BIDS TO: Lora Busse-Fleck  

DCFS Northern Region 8 E Galena Blvd., Suite 401 Aurora, IL 60506  

Phone: 630.801.3575 Fax: 630.801.3530 

  
 

How to Apply:   

This position may require a current grade from Central Management Services (CMS), 

Division of Examining and Counseling, to be deemed qualified and available for 

employment consideration. For more information, please refer to the Work4Illinois 
website at Work.Illinois.Gov and select 'Application Procedures'. Additional information 

may also be obtained from the Agency Contact listed above or by contacting CMS, 

Division of Examining and Counseling at Work4Illinois@Illinois.gov or (217) 782-7100, 

(217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 

 
Option 2 - Typing 

 

mailto:Work4Illinois@Illinois.gov
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Job Title: Office Coordinator - Opt 2   

Agency:  Human Services   

Closing Date/Time: Wed. 12/18/13 5:00 PM Central Time   
Salary: $2,968.00 - $4,140.00 monthly 

$35,616.00 - $49,680.00 annually 

Job Type: Full-Time  

Location: Cook County, Illinois   

Number of Vacancies: 1  
Plan/BU: RC014  

Bid ID#: 10-91-71356   

   

Description of Duties/Essential Functions  Benefits  Supplemental Questions  

Under direction, performs paraprofessional and technical secretarial and office support 

functions for the Local Office Administrator in the Medical Field Services Office of the 
Division of Community Operations, DHS. Assists in a variety of office management and 

support functions. Types a variety of forms, form letters, cards and records. 

  

Minimum Requirements:  Option 2: Requires knowledge, skill and mental development 

equivalent to completion of two years secretarial/business college or completion of high 
shcool and two years related office experience or two years independent business 

experience; requires extensive knowledge of office practices, procesdures and 

programs; requires extensive knowledge of composition, grammar, spelling, 

punctuation and basic mathematics; requires the ability to follow oral and written 

instructions. Requires ability to type accurately at 30 wpm. 
  

Work Hours & Location/Agency Contact:  8:30am – 5:00pm  

Medical Field Operations  1112 S Wabash  Chicago, IL 60605  

Please submit applications to:  Anne Mitchelle  

Bureau of Employee Services  

100 S. Grand Avenue East, 3rd Floor  Springfield, IL 62762  
FAX: 217-524-3826  

 

How to Apply:  This position may require a current grade from Central Management 

Services (CMS), Division of Examining and Counseling, to be deemed qualified and 

available for employment consideration. For more information, please refer to the 
Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional 

information may also be obtained from the Agency Contact listed above or by 

contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or 

(217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 

 
Option 2 - Typing 

 

mailto:Work4Illinois@Illinois.gov
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Busser 

As a Busser, you assist the food and beverage team in making sure that every single 

guest enjoys their experience. How so? You clear, clean, reset tables and assist wait 
staff. Restock food service supplies while constantly maintaining a clean and safe 

environment in the auditoriums, lounge and bar. Easier said than done, right? Let’s 

break it down into some of your soon-to-be responsibilities: 

 

Ensure cleanliness of the Fork & Screen auditoriums, lounge and bar. 
Assist wait staff and the bussing of tables. 

Clear and reset tables both before and after presentation. 

Maintain a clean and well stocked bus station at all times. 

Assist with crowd control and seating of guests as needed. 

Perform exit greetings at auditorium doors at the end of each presentation. 

Perform Ticket Taker duties as needed. 
 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. We offer continuous training and development programs, a highly competitive 

compensation plan and excellent benefits. Ready to get started? First, answer these 

questions: Are you passionate about doing what it takes to get the job done? Do you 
enjoy satisfying guests? 

 

As a Busser at AMC , you’ll need to demonstrate: 

 

Ability to provide superior guest service. 
Possess good verbal communication skills. 

Have a general knowledge of theatre policies, prices, menu, and bar selections. 

Ability to work with minimal supervision. 

Ability to stand on feet for an extended period of time. 

Ability to ascend and descend stairs. 

Ability to walk, lift, twist, bend, reach, and handle food products on a frequent basis. 
Ability to lift up to 50 pounds and move it 75 yards on a regular basis. 

Ability to communicate and work effectively with supervisors and co-workers in a high-

volume setting. 

Ability to push trash carts weighing up to 50 pounds up to 250 feet. 

 
As if working in the entertainment world wasn’t enough, you’re entitled to many 

benefits as an AMC associate including FREE movie passes, a 401(k) plan, and an 

employee assistance program.  

 

If helping run a food and beverage operation, great benefits and having fun matter to 
you, apply today at https://www.amctheatres.com/careers/theatre-crew/busser  

 

https://www.amctheatres.com/careers/theatre-crew/busser
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Facility Maintenance Manager 

As an AMC facility maintenance manager you’ll ensure the best possible out-of-home 

entertainment experience available. That’s what we do. We’re AMC®, and we’re one of 
the largest entertainment companies in the world. You’ll make daily, weekly and 

monthly inspections of the theatre that could result in routine maintenance and repairs. 

What exactly do we mean by “routine”? Painting, carpentry and plumbing to name a 

few tasks. Plus fixing concession equipment, seats and any related building 

components. You’ll also train the theatre’s facility assistant, who helps you with these 
duties. Sound hands on? It is. And if that’s the way you like it, check out your soon-to-

be responsibilities: 

 

Develop routine systems to guarantee constant monitoring of critical areas in theatre 

Complete necessary repairs and schedule any repairs with vendors as needed 

Report facility problems that can’t be immediately repaired to the General Manager 
Provide constant attention to all safety issues, ensuring theatre emergency systems are 

operational through regular inspections and review of vendor maintenance contracts 

Observe, direct and follow-up with janitorial service provider about cleaning duties 

Manage the theatre’s variable operating expenses for maintenance, repairs and supplies 

Uphold AMC’s high standards and deliver entertaining company-wide programs 
 

As a facility maintenance manager at an AMC theatre, you’ll also be required to 

demonstrate: 

Solid mechanical skills and manual dexterity 

Intermediate proficiencies in building trades such as painting, wallpapering, plumbing, 
fixing seats and repairing equipment 

Excellent written and oral communication skills to clearly describe building issues to 

supervisors/colleagues 

Extreme attention to detail to perform and document facility inspections 

Proficient guest service, administrative and follow-up skills 

Safe use of all cleaning materials in the theatre 
Experience safely completing tasks with tools, ladders and lifts 

 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. Especially, when you want to take charge of your career. We offer continuous 

training and development programs, highly competitive compensation with 
performance-driven bonuses and excellent benefits including free movie passes, health 

and 401(k) plans. If working in the entertainment world, delivering superior customer 

service and a fun working environment matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-management/facility-maintenance-

manager.  You could end up working in show business. 
 

 

https://www.amctheatres.com/careers/theatre-management/facility-maintenance-manager
https://www.amctheatres.com/careers/theatre-management/facility-maintenance-manager
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Manager 

As an AMC theatre manager you’ll ensure the best possible out-of-home entertainment 

experience available. That’s what we do. We’re AMC®, and we’re one of the largest 
entertainment companies in the world. You’ll be in charge of making sure the theatre 

runs smoothly so that every single guest enjoys the show, managing theatre associates 

and maintaining an environment that provides superior customer service. Sound hands 

on? It is. 

 
Ensure successful daily theatre operations by executing the following fundamentals: 

 

Providing service that is friendly, helpful and fast 

Maintaining facilities that are clean, safe and in good repair 

Providing an experience that is comfortable, distraction-free and picture-perfect 

Serving fresh, appetizing and properly prepared food and beverages 
Encourage associates to maximize their personal growth and development by: 

 

Guaranteeing associates meet and exceed guest-service standards 

Ensuring proper staffing in each area of the theatre 

Performing daily opening and closing operational duties 
Reviewing financial numbers on a regular basis and make operations adjustments, as 

necessary 

Overseeing an individual theatre department, as assigned by theatre General Manager 

Pretty straightforward, huh? We think so. But we’re not looking for just anyone. Do you 

have what it takes? 
 

Receptive to training and personal development 

Effective written and oral communication skills along with strong analytical skills 

Equally comfortable communicating and working with guests, supervisors, peers, 

subordinates or vendors 

Possess computer skills and applicable work experience 
 

At AMC, we live in a team-based culture where a take-charge approach exists at all 

levels. Especially, when you want to take charge of your career. We offer continuous 

training and development programs, highly competitive compensation with 

performance-driven bonuses and excellent benefits including free movie passes, health 
and 401(k) plans.  

 

If working in the entertainment world, delivering superior customer service and a fun 

working environment matter to you, apply online today at 

https://www.amctheatres.com/careers/theatre-management/manager.  You could end 
up working in show business. 

 

https://www.amctheatres.com/careers/theatre-management/manager
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Job Title: Public Health Program Specialist III   

Agency:  Public Health   

Closing Date/Time: Thu. 12/19/13 5:00 PM Central Time   
Salary: $4,522.00 - $6,853.00 monthly 

Job Type: Full-Time  

Location: Cook County, Illinois   

Number of Vacancies: 1  

Plan/BU: RC062  
Bid ID#: IDPH 77674   

 

 

Minimum Requirements:   

Requires knowledge, skill and mental development equivalent to completion of four 

years of college. Requires three years professional experience in a health education or 
investigation program which includes knowledge of HIV prevention and intervention 

methodologies, as well as knowledge of human sexuality and the theory of practice of 

communicable disease prevention. Requires the ability to plan, develop, implement and 

evaluate prevention programs. Requires ability to devise and provide advanced HIV 

prevention training programs. Requires the ability to effectively communicate with 
members of various public health disciplines both public and private. Requires the 

ability to travel to and from various field assignments. Requires a valid Illinois driver's 

license. 

 

  
Work Hours & Location/Agency Contact:  Work Hours & Location: 8:30 AM - 5:00 PM  

Office of Health Protection  

Division of Infectious Disease - HIV/ AIDS Section 122 S. Michigan Ave. Chicago, IL  

Agency Contact: Office of Human Resources  

535 W. Jefferson St. 4th fl Springfield, IL 62761  

Phone: 217-785-2031  Fax: 217-524-0220  
 

 

How to Apply:   

This position may require a current grade from Central Management Services (CMS), 

Division of Examining and Counseling, to be deemed qualified and available for 
employment consideration. For more information, please refer to the Work4Illinois 

website at Work.Illinois.Gov and select 'Application Procedures'. Additional information 

may also be obtained from the Agency Contact listed above or by contacting CMS, 

Division of Examining and Counseling at Work4Illinois@Illinois.gov or (217) 782-7100, 

(217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 
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Job Title: Psychologist III - Unit 5   

Agency:  Human Services   

Closing Date/Time: Thu. 12/19/13 4:00 PM Central Time   
Salary: $5,334.00 - $8,155.00 monthly  

Job Type: Full-Time  

Location: Lake County, Illinois   

Number of Vacancies: 1  

Plan/BU: RC063  
Bid ID#: 10-70-13-0039   

 

   

Description of Duties/Essential Functions  Benefits  Supplemental Questions    

Develops behavior intervention programs for the residents at Kiley. Serves as member 

of habilitation team that establishes habilitation plans including goals and objectives for 
each resident. Provide guidance and training of staff implementing programs. 

  

 

Minimum Requirements:   

Knowledge, skill and mental development equivalent to a doctoral degree in psychology 
from a recognized college supplemented by two year of professional experience in 

psychology OR a master's degree in psychology supplemented by five years 

professional experience. 

  

Work Hours & Location/Agency Contact:   Monday - Friday, 8:00 am - 4:30 pm includes 
one early and one late day each week, plus one weekend day per month.  

 

Contact: Betty Vallier  

Ann M. Kiley Center  1401 W. Dugdale Road  Waukegan, IL 60085  

fax: 847-249-0722  

 
Submit CMS100 application or CMS100B to Kiley Center and send copy to CMS 

(address on form) to obtain a qualifying grade. You must be deemed qualified by CMS 

grading and examining. 

  

How to Apply:  This position may require a current grade from Central Management 
Services (CMS), Division of Examining and Counseling, to be deemed qualified and 

available for employment consideration. For more information, please refer to the 

Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional 

information may also be obtained from the Agency Contact listed above or by 

contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or 
(217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 

mailto:Work4Illinois@Illinois.gov

