




2. Prefer ability to apply human relations skills in interaction with management, officials of government, and
private industry and the public.

3. Prefer ability to communicate clearly and effectively both orally and in writing.

Conditions of Employment 
1. Successful completion of a background investigation.

Position Marketing Statement 
The Illinois Department of Transportation is seeking to hire an Executive Secretary 11 ... The successful candidate 
will, under general direction of the Bureau Chief of Programming, perform responsible secretarial and 
administrative duties functioning independently within the framework of organizational policies and exercising 
initiative and independent judgement on the promulgation and interpretation of the Bureau Chief of 
Programming's policies and programs. The incumbent will perform a variety of complex clerical and technical 
functions; and develops and recommends new and revised policies and procedures. 

Work Hours: 8:00 AM - 4:30 PM Monday - Friday 
Work Location: 2300 S Dirksen Pkwy Springfield, IL 62764-0001 
Work Office: Office of Planning and Programming, Bureau of Programming 
Agency Contact: DOT.CO.BPM.Em12loY.mentAm;ilications@lllinois.gov 
Job Family: Transportation; Clerical and Administrative Support 

APPLICATION INSTRUCTIONS 

Use the "Apply" button at the top right or bottom right of this posting to begin the application process. 
If you are not already signed in, you will be prompted to do so. 
State employees should sign in to the career portal for State of Illinois employees - a link is available at the top left of 
the lllinois.jobs2web.com homepage in the blue ribbon. 
Non-State employees should log in on the using the "View Profile" link in the top right of the lllinois.jobs2web.com homepage in the 
blue ribbon. If you have never before signed in, you will be prompted to create an account. 
If you have questions about how to apply, please see the following resources: 
State employees: Log in to the career portal for State employees and review the Internal Candidate Application Job Aid 
Non-State employees: on lllinois.jobs2web.com - click "Application Procedures" in the footer of every page of the website. 

The main form of communication will be through email. Please check your "junk mail", "spam", or "other" folder for communication(s) 
regarding any submitted application(s). You may receive emails from the following addresses: 

• donotreply@SIL-P1.ns2cloud.com

• systems@SIL-P1.ns2cloud.com


