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	STATE OF OREGON
POSITION DESCRIPTION
	Position Revised Date:
     

This position is:

	
Agency:  Oregon Department of Corrections

Facility:  Transport Unit

|_| New   	|_| Revised
	|_| Classified
|_| Unclassified
	|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc - Confidential

	SECTION 1.  POSITION INFORMATION

		a.	Classification Title:
	Administrative Specialist II
	b.	Classification No:
	C0108

		c.	Effective Date:
	
	d.	Position No:
	

		e.	Working Title:
	Administrative Specialist II
	f.	Agency No:
	29100

		g.	Section Title:
	Transport Unit
	h.	Budget Auth No:
	000097860

		i.	Employee Name:
	
	j.	Repr. Code:
	AAON

		k.	Work Location (City – County):
	Salem – Marion

		l.	Supervisor Name (Optional):
	Robert C. Fhuere

		m.	Position:
	[bookmark: Check36][bookmark: Check37][bookmark: Check38]|_| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check39][bookmark: Check40][bookmark: Check41]|_| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

	n.	FLSA:
	|_| Exempt
|_| Non-Exempt
	If Exempt:
	|_| Executive
|_| Professional
|_| Administrative
	o.	Eligible for Overtime:
	|_| Yes
|_| No

	SECTION 2.  PROGRAM AND POSITION INFORMATION



a. Describe the program in which this position exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.

The Operations Branch central management staff is responsible for overall management of a major operations unit within the Department of Corrections. The Branch currently operates a total of 14 maximum, medium and minimum security prisons, housing 14,051 inmates and employing 2,500 staff statewide.

The Security Manager of the Transport Unit reports to the Westside Institution Administrator, Operations Branch. The Transport Unit coordinates with other divisions and units to meet the mission and goals of the Department of Corrections.

The Oregon Department of Corrections mission is to promote public safety by holding offenders accountable for their actions and reducing the risk of future criminal behavior.  The fundamental value of incarceration is the principle that the least restrictive method be used to manage offender behavior, consistent with public safety.  The Transport Unit (TU) supports the mission statement with the emphasis for the inmates that are in the custody of the Department of Corrections.  This position is part of the transport structure and manages the operational concerns of mass transfers and high security inmate movement consistent with the prison and public safety.


b.	Describe the primary purpose of this position, and how it functions within this program.  Complete this statement.  The primary purpose of this position is to:
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The primary purpose of this position is to provide confidential administrative support to the Transport Manager in order to assist in carrying out the mission of Transport Unit and the Department of Corrections. Provide administrative support to the Transport Headquarters Unit located in Salem along with satellite units located in Umatilla, Ontario and Madras, Oregon.  The mission of this position is to ensure the Transportation Unit is running efficiently and orderly and safe for the public, disseminate information to a myriad of agencies and staff, to act as an emissary with all unit managers and staff and/or others to carry out plans assigned to the Transportation Unit. The position is responsible to oversee the timely, safe and most cost effective methods for transporting nationwide. This positions mission is to communicate with other agencies within the State of Oregon and County, State and Federal agencies throughout the Continental United States when State-to-State inmate travel is required.  



	SECTION 3.  DESCRIPTION OF DUTIES

	The employee in this position is expected to recognize their responsibility to act ethically at all times in accordance with the very highest standards of integrity.

Regular attendance is an essential function required to meet the demands of this job and to provide necessary services.

The incumbent is expected to perform position duties in a manner which promotes customer service and harmonious working relationships, including treating all persons courteously and respectfully; engage in effective team participation through willingness to assist and support co-workers, supervisors, and other work-related associations; develop good working relationships with division and agency staff and supervisors through active participation in cross-divisional group projects and in identifying and resolving problems in a constructive, collaborative manner; demonstrate openness to constructive feedback and suggestions, in an effort to strengthen work performance, and contribute to a positive, respectful and productive work atmosphere.  

The Oregon Accountability Model (OAM) depends upon a team approach to custody with security-series personnel and non-security personnel communicating effectively to maintain safe, secure, and sanitary correctional environments while preparing inmates for successful reentry into the community.  The vast majority of ODOC inmates will return to Oregon communities.  Enhanced public safety, lower crime rates, and reduced recidivism can all be tied directly to attitudes and actions of correctional staff who must effectively apply ODOC rules and transition initiatives in their daily interaction with inmates.  All staff are expected to model pro-social behaviors; reinforce positive behaviors; redirect negative behaviors; and effectively communicate observed behaviors to responsible program staff, administrators, and supervisors in support of the OAM.

Correctional Case Management (CCM), the critical next step toward implementation of the Oregon Accountability Model, is a proactive, collaborative, multi-disciplinary process.  The CCM process unifies procedures and personnel to balance departmental resources and an inmate’s needs throughout his/her incarceration and community supervision.  

All Department of Corrections staff have a valuable role in the delivery of multi-disciplinary services.  Despite differences in their training, culture, and job specific mission, they all have some common goals.  When all DOC staff share appropriate information and assist in the case planning of inmates, both the quality of change and the safety of the correctional environment improve.  Mutual respect, proper orientation and training, and ongoing communication and cooperation provide the foundation of correctional case management.  All staff are expected to follow CCM principles and practices.

Distinguishing Features
Employees in this class perform confidential administrative support and perform or coordinate administrative tasks for upper level agency managers.  This position requires the ability to multi task and knowledgeable in many areas.  This position requires budget responsibility, knowledge and compliance.

	List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function.

	% of Time
	N/R/NC
	E/NE
	DUTIES


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
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	20%
	NC
	E
	ISDS
· Prepares rosters for all units within the Transport Department and enters any revisions made. Maintains vacation and furlough schedules. Prepares and posts work schedules within periods required under the labor agreement. Coordinates schedule for bids, post notice of bids in a timely manner, provides timely and efficient follow-up and processing of bid materials throughout the bid period, posts timely results at the conclusion of the bid and assures that all bid processes are conducted within the guidelines of the labor agreement. Acts as resource and liaison for all the Transport Department personnel regarding attendance, overtime, policies and procedures and collective bargaining agreements for staff. Maintain up to date knowledge of time keeping rules, regulations, guidelines, contracts as they apply to AFSCME representative employees. Maintain attendance records and complete time capture within the deadlines specified by DOC payroll division. Reconciles discrepancies and problems with staff payroll. Distributes payroll checks and receipts.

	20%
	NC
	E
	PROGRAM ADMINISTRATION

· Work with Federal, State and County agencies within the State of Oregon a throughout the Continental United states to ensure understanding of program guidelines and proper protocols regarding inmate transportation. 
· Act as a primary contact/liaison for State, National and Federal authorities during day to day Transport operations, representing the department in a polite and professional manner.
EXTRADITIONS OFFENDERS
· Notarize and authenticate Governor’s Requisitions. 
· Receives notification from the Extraditions Officer that an offender is being returned from another state.
· Waiver of extradition, copies of warrant and/or Order of Extradition is reviewed for accuracy and validity and accuracy such that the departments’ liability relating to the extradition is kept to a minimum. 
· Contact is made with the holding agency to verify physical location, last day to take custody and check to ensure offender is housed under the name used in the Oregon documents. Requests/receives/evaluates medical, mental health and disciplinary reports from holding agency to determine how and when the offender will be returned. 
OFFENDERS BEING RETURNED BY THE UNITED STATES MARSHALS
· Documents provided and emailed to the US Marshals office to include a face sheet and offender disciplinary history, medical status, aliases, CO-OP request for quote and, alias’, Waiver of extradition, copies of warrant and/or Order of Extradition. 
· Compiles an estimate for ODOC to conduct the transport in the most efficient manner. Works with travel agency to ensure the arrangements made are the most cost effective while maintaining the safety and security of the public, staff and the offender. Generates and prepares through the use of a travel agency (airline fares), and the use of GSA (hotel and meal rates). Rental car and miscellaneous monies. 
· If the US Marshals are used, a Cooperative Prisoner Transport Agreement is compiled and sent electronically along with an AM Message via WEBLEDS authorizing the US Marshals to act as Oregon Department agents to take custody of the offender. Notification is made to OISC and CCCF of incoming offender. 
· Upon the offenders return an Arrest and Return Out-of-State Travel Authorization is completed and sent to the Governor’s Office along with all documentation related to the transport.  This authorizes payment from the Governor’s Office to be sent to the US Marshals reimbursing them for transporting our offender.
OFFENDERS BEING RETURNED BY ODOC:
· Reviews offender’s case and disciplinary history. Contact County, State or Federal facility to verify and arrange take custody date and discuss any special needs of the offender.  
· Coordinates if there is a need of medications with medical departments for the transport.
· Appoints transporting staff from a rotating list and briefs staff regarding medical or disciplinary concerns.  
· Reviews schedule to ensure that the needs of the Transport Office can be maintained while scheduling the transport to occur within the deadlines of the agency from the other state.
· Makes travel arrangements in compliance with the DAS Travel policy to include airline tickets, hotel reservations and rental car. This position requires knowledge of FAA Regulations to include, but not limited to being familiar with which airlines allow armed officers and offenders on their aircraft. Per-diem is then calculated to include meals, hotel, rental car and monies for miscellaneous expenses and requested from Accounting. 
· Notify all agencies involved of expected arrival times, the names of the officers and expectations, i.e. confidentiality, appropriate clothing and approved property. 
· A document authorizing ODOC Transport to take custody of the offender is sent via fax, email and/or WEBLEDS. A Law Enforcement Flying Armed form is completed on each Officer for each flight and sent via WEBLEDS to the Transportation Security Administration authorizing the Officers to fly armed. TSA returns a unique code for each officer for each flight. 
· Documents are compiled and organized for the Transport Officer in Charge to include an informational sheet, flight arrangements, trip sheet, TSA codes, maps, offender concerns and information and rental car cards. Restraints, 2 concealed weapons holsters, 2 badge holders, an offender jacket and a GPS device are put into a soft briefcase. The Transport OIC is then issued the travel advance and briefed on the transport to include any security, medical, physical or behavioral needs or concerns. 
· If any issues arise during the trip, contact is made and  authorization is given, i.e. issues with the sending or receiving facility, delayed or cancelled flights, rental car or hotel problems. This position receives phone calls during off hours and requires the knowledge and tact to interact with agencies and community contacts located in state and out–of- state to resolve emergencies as they arise to prevent the unauthorized release of an offender, cognizant of cost while maintaining the safety and security of the public, staff and offender. Ability to work with airlines both through travel agencies and with airlines directly to change flights when a flight is severely delayed or cancelled is also required. Requires advanced communication skills to ensure successful outcomes for all parties when challenges are presented.
· Receives documents and receipts that are received after completion of the trip. Three Travel Expense Detail Sheets identifying cost centers, an Arrest and Return document and a memo are compiled and prepared. If monies are owed by the employee a check or money order is requested from the employee, forms are signed by the employee, the Transport Manager and by this position. Documentation is then copied and assembled into three packets and sent to the Oregon Extraditions Officer for reimbursement, the ODOC Accounting and a copy is maintained. 
CORRECTIONS INTERTSATE COMPACT INMATES 
· Receives notification of the necessity to transport an inmate either to or from Oregon to another state.
· Determine the most cost effective method to move the inmate, while meeting the deadlines and mission set forth by the Department of Corrections. 
· Contact sending and receiving facilities to assist with determining transport date and receive information concerning any special needs of the inmate. Maintain the confidentiality of the transport. 
· Request and facilitate the transfer of inmates via 1206’s to ensure the inmate is moved to a staging facility close to the airport that is safe and secure for the inmate. (You may put in here something about securing housing at county jails with Oregon prior to admitting an inmate to the ODOC)
· The duties in the ‘OFFENDERS BEING RETURNED BY ODOC’ section are all followed with the exception of one Travel Expense sheet is compiled is sent to ODOC Accounting.
· Retain and maintain all files in accordance with the retention guidelines.

	20%
	NC
	E
	BUDGET / PURCHASING / ACCOUNTING
· Compiles budgetary reports.
· Uses research techniques to collect, analyze, interpret             and report data.
· Reviews, authorizes and processes paperwork for the payment of bills received from Vendors, Counties and Travel.
· Authorizes purchases during emergencies when the Transport Manager is unavailable.
· Authorizes SPOTS card purchases and reconciles statements monthly. 
· Locates new or more cost effective service providers.
· Approves Cash Advance requests, Travel Authorization forms and Reimbursements. 
· Submits money savings ideas
· Maintains correspondence, budget and report files, requiring rapid retrieval for inquires.
· Maintain contact with the budget department to ensure compliance.
· Purchases office supplies and maintains and orders copy machines for the four offices.
· Compiles Use Fuel User Tax Report and submits.

	
	
	
	EXECUTIVE SUPPORT
· Provides confidential and administrative support for the Transport Manager.
· Records and transcribes proceedings of meetings. Serves as an assistant on selected issues being addressed by the Transport Manager.  Complies and maintains all working files of employees of the Transport Unit.  
· Prepares correspondence and reports of confidential or sensitive personnel matters. Provides requested reports as needed to the Transport Manager in regards to budgetary needs to achieve the goals and objectives of the Department. Creates reports using required computer software to reflect data needed. 
· Assists with the daily operation of the Transport Unit’s Office. 
· Research, compose and draft standard operating procedures for the Transport Manager’s review and signature. 
· Composes and prepares a variety of responses for the Transport Manager’s signature to include confidential documents.  
· Responds to telephone inquiries regarding Transport services.  
· Opens reviews and distributes confidential incoming mail and processes outgoing mail. 
· Participates in workgroups at the direction of the Transport Manager. 
· Assist Transport Manager with preparation of the hiring of employees to include scheduling interviews, preparing packets, reviewing and formatting interview questions, sending notifications and recording progress in NEOGOV. 
· Arranges travel itinerary and accommodations and prepares and submits travel and expense claims. Performs all other administrative tasks and assignments as assigned.

	10%
	NC
	E
	ADMINISTRTATIVE AND STAFF SUPPORT
· Provide administrative support for the managers for four offices located in Salem, Ontario, Umatilla and Madras.
· Research and gather information for inquiries. Assist Managers with programs. 
· Review and edit performance appraisals for formatting issues. 
· Upload reports into the Offender Management System. 
· Performs all other administrative tasks and assignments as requested.
· Assists 62 staff located statewide with Payroll, Human Resource, medical insurance, FMLA/OFLA, and DAS and training.  
· Assist staff with Unusual Incident Reports, Memos, Disciplinary Reports and liaison for any vehicle accidents to include notifications and documentation. 
· Assist staff with DPSST certifications. Assist staff with retirement process.
· Requests Commercial Driver’s License Physical insurance vouchers from Payroll and distributes voucher to employee with instructions.

	5%
	NC
	E
	OTHER DUTIES
· Generate and maintain records for employees with Commercial Driver’s Licenses in compliance with the Department of Corrections Policy, Federal Motor Carrier Safety Administration and the Oregon Department of Transportation Adoption of Federal Safety Regulations.
· Performs duties as a LEDS Representative ensuring compliance with the Oregon Administrative Rules, LEDS Operating Manual and the LEDS Representative Manual. Point of contact between LEDS and Transport personnel. Runs and reviews employees as needed in accordance with the Department of Corrections and LEDS guidelines. Provide LEDS training for certification and re-certification process. 
· After completing a LEDS check and ensuring that the employee has been fingerprinted the ID form is completed. After form is completed the form is then electronically sent to the Department ID Card Coordinator. After completing and reviewing a LEDS check, prepare letter and electronic picture for Limited State Police Officer ID card for Transport Manager’s signature. 
· Manage and schedule overtime.

	5%
	NC
	E
	LIMITED DUTIES BACK-UP
· Assign staff on the daily schedule and assist with scheduling issues with DOC scheduler, DOC facility staff, doctor’s offices and courts. 
· Provide back up to the Transfer Coordinator by coordinating the transfers of inmates throughout the state by reviewing and approving 1206’s when the Transfer Coordinator is unavailable.
· Provide back up for the ISDS Central Coordinator by answering questions and concerns regarding ISDS functional issues and the liaison between the ISDS IT Developer when the ISDS Central Coordinator is unavailable or on vacation.






	SECTION 4.  WORKING CONDITIONS



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


Work is generally performed in an office environment with minimal travel required. Daily work can be of a highly sensitive and/or confidential nature; diplomacy and tact must be exercised at all times. Operating computer equipment and being exposed to video screen for extended periods of time. May encounter emotionally charged individuals. Requires working with projects and having the ability to prioritize, handle demanding issues, and working with conflicting and/or short time frames. This position requires exposure to inmates. This position requires taking and making phone calls occasionally during non-working hours.

Will be expected to share the mission, vision and core values of the Department; requires active modeling of pro-social behaviors in support of a workplace environment respectful of human dignity, social responsibility, personal growth, and transition readiness; must be able to acknowledge that everyone is capable of positive change, that incarceration provides powerful opportunity to effect positive change, and that the future of public safety of Oregon depends on maintaining environments where such change is valued and nurtured.


	SECTION 5.  GUIDELINES



a.	List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.


Article IV, Section 2, Clause 2, United States Constitution
18 U.S.C.A. §§ 3181-3195, Federal Extraditions Act of 1973
ORS 133.743-133.857 Uniform Criminal Extraditions Act
ORS 135.775 Interstate Agreement on Detainers
National Association of Extraditions Officials Manual 
Oregon LEDS and NCIC Rules
Oregon Department of Corrections Policies, Procedures and Rules
Oregon Corrections Information Systems Policy
Transportation Security Administration Code of Federal Regulations
Medical Confidentiality Laws / HIPPA
Department of Administrative Services Policies on Travel
State of Oregon contracts with specified airline carriers
Fuel User Tax Report ORS 319.520
Oregon Revised Statutes
AFAMIS Manual
ISDS Manual
Labor Agreement
File Retention Guidelines



b.	How are these guidelines used?


These guidelines are used to ensure the mission of the department is met while facilitating the safe, 
secure and most cost effective transport of inmates/offenders. To ensure staff and department needs are 
met at all times while following the guidelines set forth.



	SECTION 6.  WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?

	Who Contacted
	How
	Purpose
	How Often?


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.

	Accounting, Budget, Payroll
	In Person/ Telephone / Email / Mail
	To provide and/or gather information, documents. 
	As Needed 

	Medical Offices and Departments
	Telephone / Fax / Email
	In perform
	As Needed

	OPM
	In Person / Telephone / Email
	To gather information.
	As Needed 

	State Facilities
County Facilities
Federal Facilities
	In Person / Mail / Fax
Telephone / Email
	To provide and/or gather information, documents, or advise; make recommendations; and to appoint others to act as agents of the Department of Corrections.
	As Needed

	Public
	Telephone
	To provide good customer service and direct to the appropriate recipient.
	As Needed





	SECTION 7.  POSITION RELATED DECISION MAKING



Describe the typical decisions of this position.  Explain the direct effect of these decisions.


This position has the discretion and responsibility to: (1) appoint and authorize law enforcement agencies to serve as agents of the Department of Corrections for the transport of offenders. (2) makes immediate, concise decisions should any emergency occur during said transports which could result in the release of an offender or to ensure the safe return or delivery of the offender/inmate. (3) approves emergency purchases and expenses of the Transport unit.



	SECTION 8.  REVIEW OF WORK

	Who reviews the work of the position?

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.


	Transportation Manager
	8900320
	In Person, by phone and by email
	Ongoing/as needed





Yearly
	To ensure work is being completed in an effective, timely and cost effective manner in keeping with all procedures.

Performance Evaluation

	Transportation Lieutenant’s
	0100456
9702489
9100823
	Same as above
	Ongoing/as needed
	Same as above

	ODOC Accounting
	
	Reviews work through documents.
	Ongoing/as needed
	To assure compliance with DAS Policies and Procedures

	Oregon Extraditions Officer
	
	Reviews work through documents submitted.
	Ongoing/as needed
	To assure compliance with Policies and Procedures

	ISDS Central Coordinator
	
	Reviews work through observation and ISDS
	Ongoing/as needed
	To assure compliance






	SECTION 9.  OVERSIGHT FUNCTIONS            THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY

	a.
	How many employees are directly supervised by this position?
	0
	

	
	How many employees are supervised through a subordinate supervisor?
	0
	




	b.
	Which of the following activities does this position do?

	
	[bookmark: Check50]|_|  Plan work	|_|  Coordinates schedules
[bookmark: Check52]|_|  Assigns work	|_|  Hires and discharges
[bookmark: Check54]|_|  Approves work	|_|  Recommends hiring
[bookmark: Check56]|_|  Responds to grievances	|_|  Gives input for performance evaluations
[bookmark: Check58]|_|  Disciplines and rewards	|_|  Prepares & signs performance evaluations

	SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION


ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification:


This position works independently with minimal guidance and direction to meet the needs and/or requirements of the Transport Manager. This position requires a pattern of dependability, by reporting to duty regularly and on time. Balancing the workload and multitasking is essential to the success of the unit. The incumbent must possess group skills and demonstrate the ability to work as a member of a team as well as the creativity and flexibility to work alone. This individual must also be able to exhibit a proactive approach and leadership in problem solving and negotiation between various parties through accurate interpretation and application of laws, policies and rules. This position requires the ability to maintain confidentiality in many areas of the position. The incumbent must possess strong verbal and written communication skills to effectively communicate detailed and intricate information. Critical thinking and analytical skills are also essential for the incumbent to possess when resolving daily situations many of which are non-routine. Must possess excellent communication skills with the ability to build relationships and provide customer service. Incumbent must be proficient in the use of Microsoft Word, Excel and Outlook, WEBLED’s, AFAMIS and ISDS.


	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:

	Operating Area
	Biennial Amount ($00000.00)
	Fund Type


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.

	Operations / Transport Unit
	Approximately $200,000.00
	920

	
	
	

	
	
	

	
	
	






	SECTION 11.  ORGANIZATIONAL CHART

	Attach a current organizational chart.  Be sure the following information is shown on the chart for each position:  classification title, classification number, salary range, employee name and position number.

	SECTION 12.  SIGNATURES

	
	
	
	
	
	
	
	
	

	
	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
	

	
	
	
	
	

	
	Appointing Authority Signature
	
	Date
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