
ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

 
 
CORRECTIONS FAMILY SERVICES COORDINATOR  

POSITION CODE:  09600 
Effective:  2-1-15 

 
DISTINGUISHING FEATURES OF WORK: 
 

Under administrative direction, plans, organizes, and coordinates the Family 
Services Program for the female residents of a correctional facility and their familes; 
coordinates counseling activities and guidance to promote and maintain family 
relationships for female residents; schedules activities and assigns staff, locates 
and allocates resources; implements and reviews program policies and procedures; 
serves as full-line supervisor; coordinates volunteer services and donations for 
funding Family Services activities; monitors staff caseload activity and reviews 
detailed reports; coordinates distribution of program information to outside agencies; 
conducts studies and provides administrative data and advice to superiors for 
budget formulation; conducts staff meetings to enhance program efficiency and 
effectiveness, interpret policies and procedures, provide guidance to staff; travels as 
necessary to meet the operational needs of the program.  
 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 

1. Manages the daily operation of the Family Services Program; implements and 
coordinates family interaction activities, gender-specific, learning, motivational, 
and transitional programming; reviews residents files for eligibility to participate 
in the program; communicates with family members, caregivers and other 
family/social service agencies to optimize the availability, participation and 
attendance at scheduled activities and counseling sessions; facilitates ongoing 
dialogue and communication between the residents, their families and the 
appropriate family/social services agencies; schedules age appropriate 
activities and meals; plans adequate allocation of resources and submits 
funding request for Family Services activities; notarizes documentation for 
infant placement. 
 

2. Monitors caseload activity and reviews detailed reports submitted by staff 
including evaluation of offender progress reports; implements and evaluates 
policies and procedures; conducts studies to enhance future efficiency and 
effectiveness of Family Services Program; coordinates requests from outside 
agencies for research studies and surveys; provides program information and 
advice to superiors to assist in budget formulation. 
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CORRECTIONS FAMILY SERVICES COORDINATOR (continued) 
 
 

3. Serves as full-line supervisor; assigns and reviews work; provides guidance 
and training to assigned staff; counsels staff regarding work performance; 
reassigns staff tyo meet day-to-day operating needs; establishes annual 
goals and objectives; approves time off; adjusts first level grievances; 
effectively recommends and imposes discipline, up to and incuding discharge; 
prepares and signs performance evaluations; determines and recommends 
staffing needs. 

 
4. Supervises and coordinates volunteer efforts specific to the Family Servies 

Program; secures the services of volunteers and motivational speakers to 
conduct activities and inform or intstruct the female offenders; solicits and 
secures donations of time, services and funding to minimize expense, promote 
fiscal responsibility, and support quality of life for the female offenders. 
  

5. Conducts staff meetings to promote professionalism, enhance and encourage 
open communication between staff, communicate the impact and 
interdependence of Family Services with other Department of Corrections 
programs; informs staff of new rules and regulations; interprets policies and 
procedures for staff; evaluates existing training needs and identifies new 
training needs of the Family Services Program and advises management. 
 

6. Performs other duties as required or assigned which are reasonably within the 
scope of the duties enumerated above. 

 
 
DESIRABLE REQUIREMENTS: 
 

Education and Experience 
 Requires knowledge skill and mental development equivalent to completion of 
four years of college supplemented by a master's degree in behavioral science, 
social science or counseling. 
 Requires three years progressively responsible professional experience in 
corrections, behavioral science, social science or related field. 
 
Knowledges, Skills and Abilities 

Requires thorough knowledge of the techniques utilized in managing a 
counseling and guidance program. 

Requires thorough knowledge of counseling and guidance principles and 
techniques. 

Requires thorough knowledge of factors relating to behavior problems and the 
methods of treating behavioral problems. 

Requires thorough knowledge and understanding of individual and group 
attitudes, and general behavior of persons committed to a correctional facility or 
custody program. 
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CORRECTIONS FAMILY SERVICES COORDINATOR (continued) 
 
 
Requires thorough knowledge of agency rules, regulations, policies and 

procedures. 
Requires extensive knowledge of agency programs and service objectives, 

activities and operational systems. 
Requires extensive knowledge of staff utilization and employee motivation. 
Requires possession or the eligibility to obtain a Notary of the Public Stamp. 
Requires ability to develop and manage a supportive agency program. 
Requires ability to analyze administrative problems and adopt an effective 

course of action. 
Requires ability to develop, implement and evaluate new and revised methods, 

procedures and performance standards. 
Requires ability to estimate and budget for future needs and cost of personnel, 

space, equipment, supplies and services. 
Requires ability to prepare reports of unusual happenings, accidents or 

violations of rules by employees and facility residents. 
Requires ability to remain current on all facility rules and regulations. 
Requires ability to develop and maintain cooperative working relationships. 
Requires possession of an appropriate valid driver's license or the ability to 

travel. 
In addition to English verbal and written skills, candidates may be required to 

translate, speak and write a foreign language at a colloquial skill level.  Some 
positions may require manual communication skills. 

 


