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STATE OF OREGON Position Revised Date: 11/9H0
POSITION DESCRIPTION :
This position is:
Afgency: bepariment of Corrections - o - BClassifled
ClUnclassified
Hivision: Powder River Gorrectional Facility [iExecutive service
_ - ~ - [JMgmi Sve - Supervisory
E ) L [Ivigmt Sve - Managerial
INew” BdRevised [ Mgmt 8ve - Confidential
SECTION 1, POSITION INFORMATION
| 4 Classification Tite: ~ Office Specialist 2 b. Classification No: ~ C0104
¢, Effective Date: August 31, 2000 d. Position h}ﬂ:‘ 2608006
a Worklng Tile: ~ Administrative Support Specialist - & Agengy No: 20100
g. Section Title; Adin Services SupportIWP Technislan..  h, Budget Authorization No:
|, Employee Name: ‘ § Representation Coda:
K, Wark Looation (Clty-County): Baker Clty, Baker
%‘ Supervisor Name (optional); Lisa Jaensch Admlnismatlve Setvites Manégar
rh Positioh: [KlPermanent [:]Seasonal ClLimited duration ClAcagemic Year
; , [IFull Tine {Part Time { Jintermittont * [ 1ob Share
n FLSA: ClExempt If Exempt: | IExesutive o. Eligible for Overtime: Bdves
i &Nor-Exempt . Rrofessional . [INo
; ClAdministrativa .

SECTION 2, PROGRAM AND POSITION INFORMATION

f
i
a.
i
|
i

Dascribe the program n which this position-gxists. 1ncl;;de program purpose who Is affected,
skze and scope, include relationship to agency mission; _

The Powder River (Loriccnonai I”amlity isa 286—bed adult male 1mmmum~secunty facility. Inmafes
assigned fo the facility are mvoived in residentidl'aloohol and dru teatiment and/or assigned to institution
or community-based work projects and transition prograns offered at the Facility. The Department of
Correction’s Mission is to promote pubhn. safety by holding offenders accountable for their actions end
reducing the risk of futwre oriminal behavior, The Facility contributes to the Department’s Mission by
engaging in safe and orderly operaﬁons, tiuough {nsufing the high quality of its corrective and treatment
programs, by training and engaging inmates in megningful work programs, and helping inmates to plan for
suceessful transition back into their respestive communities.

Oregon Accountability Model: The basts of the Oregon Accountab;hty Model is i,he strong behef about
the importance of strengthening staff-to-inmate and staff-to-staff modeling, particularly the directing and
shaping of pro- -social behavior. Our job is fo move fnmatds from. qu-sociai to pro-social citizend and our
interactions with inmates on a daily basis are without a doubt our most powerful too] to reinforce pro-socisl
behaviot. Thus, the nature of owr relationships and communications with those we have been charged fo
keep seenre and change are core to our success, Since rel ationships and respect are built through répeated

Pt et .‘_._.'l--,,'.'.
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experiences and communications about Lhosa experiences, then whiat we do and say to inmates are key o
achieving long term public safety. Bach employee is expacted to model appropriate pro-social behavior,
support positive change in individual offenders and actively suppott the Oregon Accountability Model
through their day-to-day interactions with others.

Affirmative Action: In support of the Otegon Accountability Model and the Department’s Affismative
Action goals, all Management and Executive Service-employees are expected o recognize the value of
individual and cultural differences. Employees are expected to consistently treat customers,
stakeholders/partners and coworkers with dignity and espect creatmg 3 wc:or}c environment whete
individusls® differences are sought and valued,,, - R

b Dssoribe the primary purpose of this position, and how it functions within t%us program. Complete this statement. The
pnmary purpose of this position:

The purpose of this position is to provide administrative support to the Transitional Services Manager,
Superintendent, and Faoility staff to ensure e smooth, efficient, and accurate support of the successful
completion of the inmate Transition Programs assoctated with the Department’s Tnate Plan and to assist
in the smooth;, orderly, safe and secure operations of the facility.

The person serving in the Office Specialist 2 position provides daily administrative, technical, clerical
support and administrative technical support for the Pacility and't6'the Al ternative Incarceration Program

L (AIP) to ensure & smooth flow to the daily adminigiration and wansifonal Services duties necessary for the

| operation of the facility. This position provides the required sosearch and data collection necessary for
successful coordination and support of the Program, to include; preseniaham ag they relate fo transitional
services, Including but not limited to; Admissions and Orlentation” This position serves as an
Administrative Support staff and complefes projects requested by the Transitional Services Manager or
Superintendent applying numerous gmdes, instructions, regulations, manuals, precedents to carry out
assigninents; processes the facility incoming and outgoing meil; sells facility meal fickets to staff; serves as
back up to other Administrative Support staff, coordinates with transport to maixdain full bed capacity for
the Tacility utilizing the AIP waiting list of approved AIP. candidates who have been approved by AIP
screening coordinators; assists and irains facility staff on vse of office machine equipraent; assists and
fraing Administration Building inmate ordetlies on projects and serves as administrative/clerical support for
| other Facility staff. Oversee the Law Library Inter Facility Library and Bookmobile; coordinates with

i security for immate bunk movements, monitors inmate disks / computer usage for transitional purposes.
Attends, and participates when necessary, in all approved and requited frajining, meetings, and commitiees.
Uses judgment in analyzing situgtions and making decisions o selecting:the most appropriate course of
action within the established procedures, Lo

SECT ION 3. DESCRIPTION OF DUTIES . o
Llst the major dutles of the position. State the pez‘centage ‘of tima for each duty, ‘Mark “N” for new duties, "R” for revised
duties or “NG" for no change In duties. Indlcate whether the duty ls an ”Essenﬂai“ {E) or *Non-Essential’ (NE) functions.

% NIRNG  EMNE  Dutles

Imﬂ

?5% Administrative Services: _

: NG & Answers and directs incomning telephone calls, fakes messages and schedules

ﬂppomtments as requested.  Assists outside agéncies and public/visitors with
inquiries, Explains and clarifies rules, procgisses, and prooedures to clients, staff,

agencies and the general pubizc When needeﬁ,' 'greets and direets facility visitors to

ensure they have appropriate ami approved wsﬁnr authorization, Directs inquiries
from staff, volunteers and the public to the,appropriate staff members. Responds to
general questions, “teicphomcally and in :imrespondence, about specific Transition
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55%

NC

NC

NG

NG

NC

Program information and services from the general public and inmates; providing
information abowt services available; rontes calls to appropriate staff. Refers calls,
which may be of & hostile or belligerent nature, to appropriate individuals as
necessary.

Provides administrative technical- %upport 0 l"aclhty managers and other staff as
assipned or requesied by the Transitional Setvices Manager or the Superintendent,
Composes and types correspondence, repoms memos and other documents . as
directed and archives per rule. Paxumpatcs in weekly Aeixmsszon and Crientation for
new PRCF inmate arrivals. ‘

Assisis In selling meal tickets in conjunction with other adminisirative support staff
and verifies cash received equals tickets sold, Provides agsistance on the inmate
newsletter when needed. Provides assistance to staff on the use of facility telephone
system, photocopier, paper shredder, FAX maching, mail machine, and ali other
applicable offics equipment. Updates and mekes rookn reservations for Facility
confererce and group rooms. Provides and or attends crogs-training session(s) to
ensure & smooth flow in the operation of Facility administrative duties/functions
while staff are away from the Faeility for an extended period of time; this includes
keeping a working desk manual updated with assigned duties,

Provides goidance and trammg to the immate .orderly assigned to work in the
Administrative Building. Monitors the inmate orderly while cleaning immediate
work area or common ares through direct observation and verbal instnictions.
Monitors inmate orderly work attendance/performance, location, agsigns work and
takes cotrective action as needed. Maintains an inventory of toolsfcontrolled items
{daily). Prevents breaches of security and escapes through proper control of keys
and tools (as issued) and contraband: items. Reports any securily concerns or
unusual incidents to supervisor and/or security staff and provides documentation as
necessaty.  Recruits administrative inmate orderly to keep the position filled.
Monitors inmate orderly work and productivity on a daiiy basis; to include,
monitoring of computer assztgnments and usage by reviewing information on the
cornputer hard drive, AR

Provides notary services to.inmates as rz:q;:c;s_tjéd.

Performs baciqglli(.:uﬁaf'féhecl,cs for cximinal records and watrants using LEDS
terminal. Reports findings to requesting supervisor,

Mail;

Processes incoming and outgoing Facility and inmate mail according to DOC Rule
and Procedure, Processes packages according to DOC rule. Ensures mail machine is
in comphiance with US Post Office regulations and federal law. Receives and
reviews incoming mail and requests for information; determines mail needing
further ressarch; gathers and assembles necessary information and submits to
supervisor; responds to items not requiring supervigory review or resolution;

'Pransitional Servicey:
Reviews, confirms and determines accuiacy For 81l necessary paperwork 1egardmg
the Department’s Oregon Corrections Plan {OCP) for lumate participation in the
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Alternative Incarceration Addictions Program (AIP) and classes. The person in this
position is authorized to provide research on all information available through
AS400, LEDS/NCIC and inmate files to confirm compliance for Program
participation in alignment with state statutes and Departimental rules. Tasks are
accomplished by researching, interpreting, and applying applicable laws, rules,
guidehnes, and procedures, Operates DOC. 400 computer to request pmm)uts of
various documents to ensuré the inmate patticipant file is up to date at all times, as
well as supplying these various documents to requesting staff. Composes and types
correspondence, reports, memos and other docuiments as assigned,

Coordinates, maintaing, and provides support to the AIP / Transition Program and
class schedule and processes, Actively participates in applicable Tramsition Program
Committees. Determines appropriate material and maintains ongoing computerized,
data entry, and wriiten files of all inmate AIP Program participants, which ineludes
entering correct closure program codes, When necessaty, and through approval of
direct supervisor andfor Transition Services Manager, confirms criminal records
with other criminal justice agencies through telephone inquiries and/or written
correspondence on an "as-needed” basis. Composes and types correspondence,
reports, memos and other documents as assiged by supervisor, such as AIP status fo
public and inmates corr espondence; keeps records of program feilures/extension
documentation and forwards to Central Office for appeal process. Coordinates
Support Groups; time and volunteer scheduling, room reservation, placing inmates
onfoff call-outs keepmg housing boerds updated with information

Coordinates with DOC counselors to copy and assemble inmate files for use in
release packets for Parole Board, within establish time frames. Process inmate
request for visitor applications, as needed, Process inmate social security card
requests. Coordinates with New Directions Northwest Alcohol and Drug Treatment
{o caleulate inmates transitional leave release dates,

Muintains spread sheet with iniriates parficipating in the Aliesnative Incarceration
Program keeping statistical rectrd / participatits for those who are op, the Staging
Unit, AIP successes, AIP failures, Program Removals, ‘Program Failuyes, Program
Withdrawals; Uses independent judgment {0, select a coluse of action based on rules,
policies and procedures within the Alternative Incarceration Program, Cdordinates
with New Directions Northwest Aleohel and Drug Treatment to calcuiate inmates
transitional leave relense dates. ;

Assists with coordination efforts of tumate transporis to the Facility by utilizing the
AIP waiting list. Coordinates with Tranisport and AIP Screening Coordinators,
Health Services, Counselors, to maintain full bed capacity for the Facility with
eligible AIP qualified inmates by submitting request to get inmates transforred using
the AIP waiting list of inmates approved by Screening Coordinators. Coordinates

~ with security for inmates bunk movetnents.

Other;
Provides research on Inmaﬁe Commumcauons and composes approptiate TCSPONSES,
Responds to writien requests from inmates for information re gardmg their Transition
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Program status, disk and transitional computer usage, law library, mail, notary
services, and othet administrative duties, Monitors inmate trunsitional disk, conducts
random disk monitoring from housing units and logs results; prints approved inmate
&= E requested documentation from disk. .
Attends, and partmipates whc:n uet,essary, in el approved and required treining,
meetings, committees; takes minutes as ass;gned Provides and or attends cross-
training session(s) to ensure & smooth flow in the operation of Facility administrative
duties/functions Whll& s’saff members are away from the Facility for an extended
period of time.

Mainizins the Legal Library, Answers inmate requests for legal forms and muakes
appointments for logal assistance with other Institutions per immate recquests. Keeps
legal forms updated, Prints out legal disks documentation per inmate request,
Ensures inmates are charged for legal copies requested and provided. Partioipates in
NG . legal library state meetings and trainings as they occur.
Mainteins Intra-facility libraty; monitors donated materials for appropriateness and
placement in cirenlation, Coordinates with local Hbrary for Bookmobile facility vse
and zeturn of books by the inmates. - Takes corrective action as necessary for
NG E logt/overdus books by holding inmates accountable,

Other dutles as assigned by Transitional Setvices Manager and/or Superintendent,

éECT?QN 4, WGRK!NG CONDITIONS

iitescriba any en-going working conditions, Include any physical, sensory, and environmental demands. State the
frequency of exposure to these conditions.

The incupbent works within a secure adult correstional -prison, aud hias. extenswe contact with inmates who may
Be angry, hostile, or abusive, both verbally and physically, personal physzcai mgury, death, or becoming 4
hostage are inherent risks. There is an inherent responsibly to ptovide assistance through recall and/or
reassigneent during inmate unrest and other emergency ‘situations occurring at the institution, The employee is
fesponsible to prevent escapes from condinement by proper control of keys, fools, eqmpmant and ¢contraband
gnd to document occurring nnusual incidents. Facilities are generally multi-story, requiring the ability to nscend
and descend staits and walk long distapce among the various work sites. May be exposed to inclement weather
conditions while visiting various work sites to include uavarsmg over rough terrain., Will be expesied to share
th@ misston, vision, and core values of the Departmen& requires being & role-model of pro-gocial behavior and
having an attitude that conveys dignity and respect in the treatment of othets; must be able to acknowledpe that

'everyone is ompable of positive change. Work reguires ovetnight travel to attend routine meetings.

Posmon is mciudsd in the Police and Fireman Retirement System

The persen serves as a role model in conjunction with the Departmeni’s Oregon Accountability Model (OAM),

The person in this position: serves as a role modsl by maintaining professional standards; role-models pro-soctal

behavmr and attitudes including treating others w1t%1 dignity ané respect. and acknowledging that evmyone is
p&bie of change.
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The persot: in this position shall hold inmates accountable according to the Alternative Incarceration Program
phalasophy and verbally cmrects inmates on behavior issues or concerns.

8ECTEON 8. GUIDELINES

&. Llst any established guidelines used in this position, such as state or feda:al faws or regulations, po%lmes manugals,
or desk procedures.

@RS Oregon Adminisirative Law, Federal Laws, Depariment of Corrections Aémsnfs@ratsve Directives, Dapartment of
Gorreciions Rules and Precedures, designated facility rules and prosedures, collgclive bargaining agreemsms,
LEDS/NCIC Manuals for fraining and certification process, referrals for terminal uss, Comply with Notary guldelines.

! The Cregon Accountabllity Modet (OAM) depends upon & team approach to cusiody with the securlty-series personnel
and non-sacurity personnel comimunicating effectively to maintain safe, sectire, and sanitary correctional snvironments
while preparing inmates for successful reentry into the comfunlty. The vast majority of DOG inmates wilf retum to
Oregon communities, Enhanced public sefety, lower uime rates, and reduced recidivism can ali be tiad directly to
attiiudes and actions of correctional stalf who must effectively epply ODOT rules and transition itietives In thelr daily
Interaction with inmates. All staff are expetied fo model pro-socied behaviors, reinforce positive behaviors; redirect
negative behaviors: and effectively communicate obseived behaviors o responslbie prograt staff, administrators and
supetvisors In suppott of OAM.

in support of the OAM and the Department's Affirmative Actron goals, all Managament and Executive Services
amployees are expected fo recognize the vaiue of individual ard cuttural differences. Employees are expecied to
congistently treat customars, stakeholdersfpariners and co-workers with dlgnliy and respeet oreating o work
environment where individuale' diffarences are sought and valued,

b How are these guidelines Used?

These guidelines are used as reference sources in managmg institntion day«ta »day work and transitional
programs operations and in developing contracts and agteement with public and/or private sector entities for the
ase of inmate labor. These guidelines have a direct impact on most assignments in this p(;smon State agencies
dictate admission eligibility. DOC Rules and Procedures outline unplememaucn of law and mission statement,
LEIVNCIC Policies and Procedures are used as guides to expansion of record searches as needed in course of
‘iverk.

$EGT30N 6. WORK CONTACTS

Wx!h whom, outside of co-werkers in this work unit miust the employes in this pssatlon regutar v oome in contact’?

N ‘_‘.", )

E CHow il Purpose How Often?
Who contacted . '
ROG Personfigiephona/faxfemaliiwritien Lislsonfinformation/Operations As Neadad
Administration © Exchange information, and problem

Manggers soive

HOC Stef L

Other Agencies Personflelephone/fax/emailiwritten Lisdsonfinformation/Operations As Needed
Volunteers Exchange informatlon, educate, and

Gontravtors prablem solve :

Private Sector
- Gourts,

Law Enforcament _

: Agencles S

Other DOC Personftelephonelfasdemailiwritten Ligisonfinforrmation/Qperations

Institutions " Exshznge of Inforivation

Inmates Personhwritien . i’ -Response to Induliries, educate, Daily
Lo < gootdinate, problem solving, manage
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(?ens:al Pubife Personftelephonefwrittentfax " informationfOperations: Educale As neeted

S;EGTION 7. POSITIGN RELATED DECISION MAKING

Efiescrlbe the typical decislons of this posifion, Explain the direct effect of thess decisions.

Decisions: Provide input for AIP Program review and assigmnenﬁ placerrient, Compile accurate information for
data collection and postmg same, provide information to supetvisors for direction/clarification, research
information provided in any correspondence, maintenance of active ﬁie/arc!uve maierials, while holding inmates

. accountablc.

/{ﬁect Poor judgment and incorrect decisions could lead to misteading information in communications to staff,
ihmates, and the general public and to incorrect data collection regarding program success/failure, Not ho&dmg
inmates accountable to their propram and the "lnmate accountability” philosophy could lead to COMPronising
the safety and security and orderly opetation of the Facility,

SECTION 8, REVIEW OF WORK

\:‘Zkfha reviews the work of the position?

dlass?ﬂcaﬁoﬂ Title Posltion Number How How Often - Purpose of Review

Transitional Services BH0G.129 Revlew work  Dailly Ta ensure smooth operation | of
Manager, Princlpal through functonat unit
Exaeu%!ve Manager D written or
X verbal
cohiacts

SECTION 5. OVERSIGHT FUNCTIONS

4 How many employees are diréctly supervised by this position? g%}
i How many employees are supervised through a subordinate supervisor? 0

b Which of the following activities does this position do?

L] Planwork

1 Assighs work

L] Approves work

L] Responds to grievances
[] Disciplines and rewarts

Coordinates schedules

Hires and discharges

Recommends hiring

Gives Input for performance evaluations
Prepares & signs petformance evajuations

OO

éECTfON 10. ARDITIONAL. POS!TION~RELATED INFORMATION

ADDIT!ONAL REQUIRMENTS; List any knowledge and skills needed &t Lime of h:re that are not already required In the
lassrfsaatlon speciflcation:
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The inctrmbent plays a major role In the orgatization. The }:JOSltmn serves a vatiety of functions; a resource person for staff and
mmates' 8 represeitative of ndininistration; a rasponsibility for assurmg daily operational activities ocour with maximum effectiveness
for inplementing the institutional mission,

l“h:s person must possess the abiity to be Lramed and use the LEDS/NCIC termina) and DOC computer system, and-a wide rauge of
generat office skills, which inoludes typing, accurate daty entry, telephonefreception, teception desk, FAX, photocopy mashine, and
caloulutor, This persen will deal with subject matter containing vielent and/or sexuat connotative. Ianguage, piciures and/or photes, This
person may be reassigned during emergency situations. Workioad reduires initiative and perfarmance without constant supervision,

. Legal and responsible uge of tim operation of & motor vehlcle.

SPECI AL REQUIREMENTS: List eny special mandatory Yetru ;tmg retuivements 'Ibr lhcs position:

M. ust be LEDS certifiable (after receiving raining)

Blust bs certifiable for Notary Services (afer receiving training)

QUDGET AUTHORITY: If this position has authorlly 1o commit agenoy operating money, indicate the following:

Operating Area Bienniat amount {$00000.00) ' Funhd tvpe
: NIA ’

SECTION 11, ORGANIZATIONAL CHART

Attach a current organizational chart, Be sure the following Infarmation s shown o the chart/position description for each

position: classification title, classification numbser, employes’s name and position number.

$ECTION 12. BIGNATURES

W/{MMM 744/

Employes Signature Date . Supeltl}cr Signature Date

ﬁ;\ppointing Authority Signature Date
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