	ICC
	Illinois Commerce Commission


Position Available

The Illinois Commerce Commission is seeking applicants to fill the position of a General Services Administrator I in the Bureau of Public Utilities. This position will be located in our Springfield office in Sangamon County at 527 East Capitol Avenue, Springfield, Illinois 62701. 
BRIEF DESCRIPTION OF DUTIES:
Under administrative direction, serves as coordinator of day-to-day administrative operations of the Public Utilities Bureau (“Bureau”); performs and maintains the Bureau’s organization system; evaluates information and ensures consistent implementation of established ICC policies, procedures and objectives.  Additionally, provides confidential administrative support to the Bureau Chief, Bureau Directors and Bureau Assistant Directors.

EDUCATION, TRAINING AND EXPERIENCE REQUIRED:
This is an exempt (non-CMS) position and is non-exempt from Rutan. This position reports directly to the Bureau Chief which is an exempt merit compensation (non-CMS) position and is exempt from Rutan. Requires the knowledge, skill and mental development equivalent to completion of four years of college, preferably with courses in business or public administration, or a closely related field; plus five years of related work experience with one to three years of supervisory experience preferred; the ability to analyze administrative problems and adopt an effective course of action; the ability to estimate and budget for future needs and cost of personnel, space, equipment, supplies and services; the ability to develop and maintain cooperative working relationships; extensive knowledge of the personal computer and its related programs and applications; extensive knowledge of staff utilization and employee motivation; the ability to exercise judgment and discretion in developing, implementing and interpreting agency policies and procedures; and superior oral and written English communications.

The expected salary range is $4,587 to $6,820 per month, depending on qualifications. Work hours are anticipated to be 8:30 a.m. to 5:00 p.m., Monday through Friday. This position is a grade 18 position and is represented by RC-62 in of the American Federation of State, County and Municipal Employees, Council 31, AFL-CIO.  

TO APPLY, submit cover letter, resume, CMS-100; transcripts (photocopied or official); and proof of Veteran’s status claimed (if any) to: Illinois Commerce Commission, Human Resources Department, 527 East Capitol Avenue, Springfield, Illinois 62701. Application materials should be postmarked on or before October 22, 2020 or received by email prior to the close of business on that day(5:00pm). Please refer questions concerning this posting to Colette Smith at 217-557-4206 or colette.smith@illinois.gov.
POSTING PERIOD: October 7, 2020 – October 22, 2020
	--------------------------------------------------------------------------

	The ICC regulates Illinois investor-owned electric, natural gas, telephone, water, and sewer companies and is working to bring competition to these industries. In addition, the Commission exercises authority over railroad safety and hazardous materials movement, towing companies operating in the Chicago area, and motor carrier insurance requirements.

	EQUAL EMPLOYMENT OPPORTUNITY

Persons with disabilities are asked to notify the ICC Human Resources Department in advance

 if accommodations are required.

	Resumes to: Illinois Commerce Commission, Human Resources Department
527 East Capitol Avenue, Springfield, Illinois  62701
Telephone (217) 557-4206  (  Fax (217) 785-1770  (  TDD(“V/TTY”) (888)261-4188  (  www.icc.illinois.gov


