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Data Collection Overview: Internal

Internal Data Collection Forms

1. Do you ask employees if they have additional language skills?
Only in jobs which require a language other than English.

2. Please include examples any internal data collection of demographic data including HR paperwork, internal
surveys, client intake, grant applications, or reports, etc?
This information is gathered during the job application process.

3. Do these include Asian American and/or MENA categories?
They include Spanish, Polish, and Mandarin.



Data Collection Overview: Internal

Examples

lemove sibility =
OR bility
. . . Previous1 2 34 & Nex
O ~ | Order Question Answer Required Asset N/A SUTOROITD Proaoual SN Na
] Please select the following one statement that | have a high school diploma or GED certificate; [ @] O Job Description
describes your educational background and work | AND two (2) years of full-time work experience in TAXPAYER INFORMATION SPECIALIST - Assessor’s Office
experience. PLEASE READ EACH STATEMENT customer service assisting customers by Requisition ID: 00131036
CAREFULLY BEFORE MAKING YOUR SELECTION. answering questions either in persen, by email or <Job Poathng: Aex 212025 GBI Slosin Dale: My B8 AL RGO
Single Answer, Visible to all candidates phone. Fullime Sift Start Time: B:30AM. SHIftEnd Time: 430 PM.
AFSCME 3835
Posting Salary: $44,
None of the above (@] (@] o Organization: Cook counry Elected Officials
Number of Vacancies: 3
[} Do you have an Associate Degree or higher from YES 0 o O This is an AFSCME 3835 Bargaining Union Position
an accredited college or university? Job Summary
Single Answer, Visible to all candidates
NO O O (-] ‘The Taxpayer Information Specialist (TPI Spi irectly to either the Assistant Manager of Taxpayer
Information, the Assistant Manager of Exemption Processing, or the Assistant Manager nfT:xp:yer Services-Branch
Office. The TPI Specialist serves as one of the public’s primary points of contact with the Taxpayer Services Division of the
Cook County Assessor's Offce (CCAO), and has two operationa focuses, customer service :nd data entyldata
] Do you have two (2) years of full-time work YES ®) [ O Brocarsng. The 7P| Specisat &piakia tot
) R taxpayers to other appropriate CCAO departments or divisions, and mamnm good cusmmu service. The TPI Spemlm
experience with assessments and real estate tax also processes exemption appllcauons Certificates of Error and associated mailings in a timely manner.
exemptions?
P ’ NO o o ° Tkial Dit
 Provides property owners with easily accessible information, creates an efficient and professional user-friendly
I i o . ) experience in person and on the telephone and responds to customer inguiries and complaints.
[m] Are you bilingual with proficiency in Spanish, YES 0] o o) « Resolves and deescalates property owner complaints and issues.
. n = Consults with taxpayers and assists with the intake of residential and appeals and for
Paolish, or Mandarin ? Centificates of Error, checking the submissions to verify accurate supporting documentation is provided.
) S « Processes residential exemptions applications and resulting Certificates of Error,
Single Answer, Visible to all candidates « Responds to taxpayer requests for information in an accurate and professional manner.
NO O O o « Communicates and corresponds with taxpayers to resolve exemption related problems, including answering in-person,
telephone and email inquiries about exemptions and appeals, providing direction to the appropriate forms, information, and
referring to other CCAO departments, when neces

« Works under direct supervision to accomplish tasks and resolve most exemption-related questions and problems.
Referscomplex exemptons-elted requests o probems to Taxpayer nformation Senior
Specialsts or higher levels of management within the depart
« Interfaces between departments and diisions to provide hxpayer assistance as required.
« Participates in community outreach programs, as requested.
+ Works at all CCAO locations including branch offices and may be assigned to any CCAO location within Cook County.
+ Provides excellent customer service to all CCAO customers.
+ Works extended hours and weekends, as required.

The duleslisted are not satfocthfor purposes of initing the assignment of work. They are na f be construed s
a complete list of the many duties normally to be performed under a job itle or those to be performed temporarily
cutsidea smployer's normal s of work,

Minimum Qualifications

« High school diploma or GED certificat
*Tu (2) years of lktime work experience In customer servics assisting customers by answarng questcns ekhar In
r person, by email or phone.

eferred Qu

ations

» Associate Degree or higher from an accredited college or university.
* Two (2) years of full-time work experience with assessments and real estate tax exemptions.
» Bilingual with proficiency in Spanish, Polish, or Mandarin.1




Data Collection Overview: External

External Data Collection

S COOK COUNTY
GOVERNMENT

Please include information and examples of external data collection of e
demogruphic du'u Preliminary Questionnaire  Exemplion Dashboard “ Applicant Details @ Applicalion Details  Ocoupancy Affidavit @
We do not collect demographic data.

. o . o Tax Year 2021 E ion Applicati
Do these include Asian American and/or MENA categories? e Year 201 Bxempion Application

Filer Type CLASS: 203 - One Story Dwelling between 1000
and 1300 SFLA

N/A Please select if you are a filing Attorney/Tax Representative or Taxpayer/Owner: TAXPAVER/OWNER v oo
1] ”
Do you collect data on “preferred language P ——

[ [ ® 'Y ® TaxpayeriOwner Description: (Select one) A - Taxpayer/Ovwner v
es. Language prererence is collecied on the online exemption application; it “hamburgercon e fokd e and sl he a5t TopayOune e i e
Name of Taxpayer/Owner: ANTOMIO TORRES « | =
° ° ° ° ° pay A
' Is wus Imp emen'e or ' e Irst 'Ime ' Is yeur. [C] Check this box if the comect Taxpayer/Owner name DOES NOT appear in the above list selection
Address: 5341 5 CALIFORMIA AV
° ° ° °
Please detail any vital forms/documents that are used in your office that | .. .- gl

Phone: 323-804-4872 +

does not include demographic and reasoning behind not collecting. R ———

from the Assessor's Office

We do not collect demographic data, the reason being that we are not sure 3
4 < uat language do you prefer? P —

how we would "se 'he da'a and ure mindf"l of 'he Fair Housing Ac' since NOTE: Changing the Taxpayer/Ovmer name on this exemption fling does not change the name where the tax bill should be sent

our office relates to housing and property assessments. SAISUIESE
Simplified Chinese
Tagalog

Arabic




Language Access: Internal

r: Internal
1. Number of hilingual staff and what languages do those staff
speak?

22

2. Do these bilingual staff provide translation or interpretation at
e Come work? Is this part of their job description?
! ; i Yes
Wlm§ Bienvenido 3. Is your hilingual staff compensated for their translation and

: interpretation work?
Maligayand pagdating L=

Yes
4. How are they compensated?
They receive an additional $100 per month
J (bilingual pay)
5. Is compensation negotiated as part of CBA?
Yes



Language Access: External

Translation Services:

1st Metropolitan Translation Services, Inc.

875 N. Michigan Ave. - Suite 3100, Chicago, IL 60611
Telephone: 312.621.1500

www. 1stmetropolitan.info

*  The translators used by First Metropolitan have heen certified by the ATA
[American Translator's Association]. They don’t have a rate card, but the rates for
the most requested languages are listed below.

*  The CCAO does not have a contract with this vendor, we pay as we go. Over the
last three years we have spent:

FY21 $8,922.55
FY22 $5,351.20
FY23 $3,368.15

*  We use their services for the translation of press releases, brochures,
PowerPoints, signage, and other marketing material as needed. They are listed
on the County Vendor list.

Spanish - .20 /word
Polish - .25 /word

Russian - .25/word
Chinese - .30/word

1/\[ ASSESSOR’S
OFFICE

Fritz Haegl, Assessor

PARA SU PUBLICACION INMEDIATA: 13 de abril de 2023
A ina Romero, Directora de Comurnicaciones

Asesor del Condado de Cook

312-256-1724 | angaling romern&@ cookeountyil gov

¥a estan disponibles las solicitudes de ahorros en impuestos sobre la propiedad
Todo o que los propietarios necesitan saber

Condado de Cook — El Asesor del Condado de Cook Fritz Kaegi anuncia gue las solicitudes para
exenciones de ImﬁLIEIS[DS a la propiedad para el ano fiscal auzzfya esian disponibles en Inea. Las
EXenciaonas son anormos que comribuyen a reducir el valor de la factura |mp-|:|5|l|l.'a de los

propietarios. La mas frecuentemente solicitada se llama Exencion para propielanios; en promedio,
permite aharrar $850 cada ano.

Estos son algunos aspectos clave que los
propietarios deben tener en cuenta a la hora de
solicitar exenciones.

LUGAR COMO
TU HOGAR.

Las renovaciones automaticas relacionadas con la
pandemia de COVID-19 ya han finalizado.

< Los propietarios deben reiniciar las presemaciones
UESTOS anuales para la Congelacion de tasaciones para
A LA ciudadanos mayores con bajos ingresos
IZ'IFJ |"ll|:l IEDAD (“Congelacidn para la tercera edad”) y la Exencidn
T para weteranos con discapacidades.

Informate y aplica en Las personas mayores y 1os vateranas qua
conkcountyassessnr_com necesiten volver a solicitarlas recibiran por

00000 correa |os folletos de solicitud.

““‘:‘.E??i‘:’#“‘ @ 312) 4437550 La renovacion automatica de las Exenciones para

Opielanios, personas mayores y personas con
discapacidades continuaran, y se enviaran
postales a los hogares para confirmar que no es necesano omar ninguna accion.

Los nuevos propietarios, aquellos gue soliciten la exencion gour primera vez o quienas necesitan

volver a solicitarla, ahora pueden hacerlo en linea ingresan

wwiw CookCountyassessor com/exemptions. Se recomienda encarecidamente a los propiatarios que
esenten su solicitud en Inea, para que quede constancia digital de la misma. La presentacion en
inea tambien permite al personal del Asesor localizar faciimente la solicitud, proporcienar una

actualizacion de su estado e informar si se necesitan documentos faltantes.

Silos propietarios no estan sagmros de sUs exenciones actuales, pueden verificarlas accediendo a
los “Detalles de la propiedad” y revisar la seccion de Historial y estado de exenciones.

El Asesor se enorgullece de anunciar que, por primera vez, los formularios de exencion estan
dispenibles en espanol, polaco y chino simplificado. Las solicitudes se pueden descargar en
Wi COOKCOUNtYassess0r com/memptions.

coma recordatorio, las exenciones se reflejan en la factura de la segunda cuota del impuesto.
Cook County Asseesor's Office « 118 Morth Clark Street Room 320 « Chicago, IL 60602
wwwi.cookoountyassessaor.com - (312) 443-7550
Facebook: @cookcountyassessorsofiice « Twitter: @assessorconk




Language Access: Examples

Please detail the main public facing documents from your office and if those documents are translated (and what
languages?)

Exemption Application Google Translate on Website

COOK COUNTY
'I/\T ASSESSOR’S HOWITWORKS - EXEMPTIONS - APPEALS - DATA- SEARCH- ALLFORMS&TOOLS - CONTACT- Q

OFFICE
Apply for the Current 2022 Tax Year

FILE ONLINE: The application filing period for the tax year 2022 is now open.

The benefits of applying online are that homeowners can track their application, upload additional documents if needed, and
Assessor staff can provide status updates.

|Select Language v

APPLY ONLINE

View Edit Delete Revisions Entityqueue En g I I S h
Download a PDF in the following languages.

Arabic

Simplified Chi
We are Here to Help implified Chinese

Filipino

Polish
The Assessor's Office Wins Sp anish
National Awards for Transparency

and Fairness Assessor's Office R

ASESOR DEL CONDADO DE COOK | FRITZ KAEGI
SOLICITUD DE EXENCION PARA EL ARO FISCAL 2022

RZECZOZNAWCA MAJATKOWY POWIATU COOK | FRITZ KAEGI

BRI (&M | FRITZKAEG [;ﬁ%fiﬁé!ﬂ.%]

5 The Cook County AsséSSor's Office recaived awards \ National Awards
WNISEX DULGE PODATKOWA A OK PODATROWY 2122 20228155 fF B A .0 :
1 o o SR T ) fermanie s winbonstel =2 |gras residential model that contributes to fairly and | — - .
et e — e s e bz [ = <2 accurately assessing homes in Cook Cou cenreR foroemaL covermun - Bringing Fairness and Transparency in
v wsan aswnii Property Assessments by Building a New
it G - W waam ruem Residential Valuation Model
LEA GOVERNMENT EXPERIENCE AWARDS
W= | 2022 PROJECT WINNER
b4,
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Apply for Property Tax Are you missing an Learn about Assessment & Appeal
Exemptions exemption? Reassessments Calendar




Language Access: Examples

Please detail the main public facing documents froBrochures
your office and if those documents are translated

(and what languages?)

A guide to
property tax

* Brochures are translated in the savings

following languages:

English

Spanish

Polish

Simplified Chinese
Tagalog

Arabic

Simplified Chinese
Tagalog
Arabic

A Guide to
Understanding
Property Assessment
Appeals

Simplified Chinese
Tagalog
Arabic

How to apply
for missing
property tax
exemptions

CERTIFICATES OF ERROR
FOR EXEMPTIONS

ASSESSOR’S

Simplified Chinese
Tagalog
Arabic




Opportunities

* Data Collection
* HR plans to work with BHR to see if we can incorporate the voluntary demographics questions into Taleo as part
of the application process when applicants apply for job opportunities.
* Language Access
* Add QR codes on the exemption application that lead to translated versions of the application
* Revise exemption booklets that are mailed out every year to seniors and longtime homeowners to possibly
include a translated version or QR codes that lead to translated versions.
* Add language preference to the online appeal application in 2024
e Add a language preference question on counter forms
e Collect lunguage preference at our in-person offices



Questions




