
ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

 
 
TECHNICAL ADVISOR II 

POSITION CODE: 45252 
Effective: 9-1-10 

 
DISTINGUISHING FEATURES OF WORK: 
 

Under general direction, performs technical and legal work of a general 
nature, involving responsibility for recommending administrative action on 
problems relating usually to one field of regulations or activity; conducts 
administrative hearings, legal hearings, and litigates matters before 
administrative tribunals. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 

1. Conducts specialized field investigations to determine statutory 
compliance by applying legal methods and procedures with reference 
to the legal implications involved; litigates matters on behalf of the 
agency; conducts training of agency staff and public bodies; monitors 
administrative review matters and other litigation involving the agency; 
reviews administrative rule-making; researches and writes legal 
opinions; drafts legal positions concerning legislation and rules; 
prepares subpoenas; serves as sworn witness; reviews statutory 
amendments and case law; works on consent decree 
compliance/settlement compliance; serves as legal liaison; researches 
and analyze routine case appeals, court rulings and decisions; and 
prepares findings and recommendations. 

 
2. Conducts administrative and legal hearings; presides over administrative 

hearings; evaluates the application of state and federal laws, regulations 
and policies; prepares hearing decisions in a timely manner including a 
statement of findings of fact, an analysis of the data and conclusions; 
questions witnesses as needed; confers with supervisor on important 
questions of interpretation, issues and cases. 

 
3. Consults with and advises employers, other attorneys, taxpayers, county 

officials and other interested parties regarding moderately difficult 
questions involving the application of regulations to specific situations. 
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TECHNICAL ADVISOR II (Continued) 
 
 

4. Plans, evaluates, develops and validates programs, standards, policies, 
methods, techniques and procedures and assists in their 
implementation. 

 
5. Undertakes important detail work, such as drafting rules and 

regulations, interpretations and summarizes of various provisions of 
pertinent statutes and drafting substantive procedural amendments to  
the statutes, subject to the approval of supervising administrators and 
the Attorney General. 

 
6. Conducts necessary technical research relating to work problems 

encountered and makes detailed reports of findings. 
 

7. Confers and advises agency officials on legal or administrative 
problems within the assigned area of work.  

 
8. Reviews and reports on all legal processes against an administrative 

unit including petitions, notices and orders in litigation. 
 

9. May review and decide on benefit rights, claims and payment of 
contributions. 

 
10. May conduct negotiations with claimants, violators and interested 

parties with limited authority to make settlements of claims or fines. 
 

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

 
DESIRABLE REQUIREMENTS: 
 

Education and Experience 
Requires graduation from a recognized law school. 
Requires possession of a valid license to practice law in Illinois. 
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TECHNICAL ADVISOR II (Continued) 
 

Knowledges, Skills and Abilities 
Requires working knowledge of judicial and quasi-judicial procedures 

and rules of evidence. 
Requires working knowledge of the common law and the provisions of 

state and federal laws relating to administrative and regulatory functions. 
Requires working knowledge of the principles of administration and 

management, including organization, controls and techniques used in 
dealing with management and procedural problems. 

Requires litigation skills. 
Requires ability to maintain satisfactory public contacts and working 

relationships with others. 
Requires ability to exercise sound judgment in appraising and 

evaluating problems of a procedural nature. 
Requires ability to use expediently all primary and secondary legal 

source materials, to analyze all legal documents and instruments and to 
prepare, conduct and report formal or informal administrative hearings. 

Requires skill and ability in analyzing, appraising, and organizing facts, 
evidence and precedents and in presenting such material, involving a 
moderately complex problem, in clear and logical form in written media as 
briefs, memoranda, summarizations, research reports or regulations. 

May require possession of a valid appropriate driver’s license or an 
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. 


