STATE OF OREGON Position Revised Date:

POSITION DESCRIPTION 37114
i This position is:
o it X Ciassified
Agency: d)regon Department of Corrections [J Unclassified

[[] Executive Service

Facility: IZ')ome, Dome Operations & Maintenance, General Svs. [] Mgmt Svc — Supervisory

20 : 1 Mgmt Svc — Managerial
: D New Revised dJ Mgmt Sve - Confidential
SECTION 1. POSITION INFORMATION
a. Classification Title: Office Specialist 1 (0S1) b.Classification No: C0103
c. Effectl\ta;ate: 7/1/89 d.Position No: 8900552
e. Workinb Title: Reception/Mail Services f.Agency No: t 29100
g. Section Title: Dome Ops & Maintenance | h.Budget Auth No: 08900610
i Employ'ee Name: vacant J-Repr. Code: AAON
k. Work LL)cation (City — County): - Marion
l. Supervjsor Name (Optional):  Susan Roberts
m. Positiof: ~ [X] Permanent [ Seasonali ] Limited Duration ] Academic Year
¢ [] Full-Time [ Part-Time [J intermittent [] Job Share
n. FLSA:! [ Exempt If Exempt: [ Executive o. Eligible for Overtime: [X] Yes
| Non-Exempt [ Professional ] No
' [J Administrative

SECTION 2. PROGRAM AND POSITION INFORMATION

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

i

The D_eg';artment of Corrections Is a key component of Oregon’s Public Safety Program. The Department
provides for the incarceration of felony offenders. The Department operates programs through 14 institutions
located thraughout the State. The Department’s programs are delivered through a wide range of facilities on a
statewide basis, and Involve significant interaction within the Department, with other state agencies, and the
development of intergovernmental and community relationships and coordination at the local level. The
Department owns and operates over five million square feet of facilites. The Department is one of the state
government's largest facilities owner/operators, and the facllities are used at high intensity with many special
requirements such as sophisticated security systems and 24-hour per day operations.

}

The miision of the Oregon Department of Corrections is to promote public safety by holding offenders
accountabig for their actions and reducing the risk of future criminal behavior. In support of this mission, the
Facilities Services Saction is responsible for establishing and maintaining working relationships with various
governmental partners and for canrying out the various policy development and technical responsibilities
necessary for the Department to create and maintain fagliities with capacity for appropriate program delivery.
The technical responsibilities of Facilities Services include planning, building, upgrading and maintaining
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correctionalfacilities, developing policies regarding code compliance and other facility issues, while ensuring
that correctional environments are appropriate for delivery of programs in compliance with federal and state
statute and case law. Facilities Services Supports estabilshed corractional institutions by Initiating and
maintaining:local government and public involvement throughout the Iife of comectionai faciiities, advising
Department leadership on property and facillty management issues, advising Department leadership on
pertinent land use and govemmental Joint powers issues, and managing the portfolio of leased and owned

facilities for ':the Department.

b. Descrlé:a fhe primary purpose of this position, and how it functions within this program.
Compléte this statement. The primary purpose of this position is to:

Provide Jmail services for staff in the Dome Building and the other Central Office satsllite locations, it also
provides reception services for staff and visitors to the Dome Building.

SEGTION 8. DESGRIPTION OF DUTIES -

The employee in this position Is ekbecfed to reobgnize their reéﬁonsibillty to act ethically at all times In
accordancel with the very highest standards of integrity.

Regular att?’ndance Is an essentlal function required to meet the demands of this Job and to provide necessary
services. |

t

The Incumbfent is expected to perform position duties in & manner which promotes customer service and
harmonioua working relationships, including treating all persons courteously and respectfully; engage in

effective team participation through willingness to assist an ors;-and-otherwork=

isstciations; develop good working relationships with division and agency staff and supervisdrs

through active participation in cross-divisional group projects and in identifying and resoiving problems in g

constructive, collaborative manner: demonstrate openness to constructive feedback and suggestions, inan
effort to strengthen work performance, and contribute to a positive, respeciful and productive work
atmospherd.

The Oregoﬂ Accountability Mode| (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 QDOC inmates will retum to Oregon communities. Enhanced public safety, lower crime rates, and
reduced regidivism can ali be tled 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
madel pro-social behaviors; reinforce positive behaviors; redirect negative behaviors; and effectivaly
communicate observed behaviors to responsible program staff, administrators, and supervisors in support of
the OAM. .

!

i
Cornectiom?’i 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 vaiuable role in the delivery of multi-disciplinary services. Despite
differences in their training, culture, and job specific mission, they all have some common goais. When alil
DOC staff share appropriate information and assist in the case planning of inmates, both the quality of change
and the saféty of the correctional environment improve. Mutual respect, proper orientation and training, and
ongoing oorl,'nmunicatlon and cooperation provide the foundation of correctional case management. Ali staff
are expecteld to follow CCM principles and practices.

i
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List the mbjor duties of the posl'tlon. 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.

DUTIES

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

—_

i
i

N
)

% of Tim¢ | N/RINC E/NE
3 ; NC E
!
:
!
:
! !
15 | NC | E
|
10 NC @ E
5 | NC E
i |
5 NC E
i
5 . NC E

| Processes all Incoming and outgoing mail within a 24 hour period (not
including weekends or holidays) by working with Garten, USPS,
UPS and DAS Shuttle. Uses Neopost postage meter, G2 iMCM
mailroom and shipping software, and other equipment necessary
to accomplish.tasks. Prints reports for accounting purposes.
Verifies incoming packages for correct delivery address and re- .
routes as needed.

i
' Opens ali mail from Inmates addressed to the director, deputy

; director, Operations Division, Parole Board and other units as
requested, to Inspect for suspicious materials.

Daily — delivers/picks up mail to/from the Central Distribution Center
(4 stops) and Central South (4 stops). Maintains security of
money orders and hand carries at all times.

Occasional pick up/deiivery toffrom other Salem DOC sites or local
govemnment agencies. Maintains security of hand carries at all
times.

-—Gfeetsiﬁeonﬂng-andoutgomiaﬁandvtslmmure*s'vw

and visitors log in and out and wear DOC ID or visitor's badge.
Checks driver’s licanses or other ID as needed. Notifies staff of
arrivals. Receives incoming calis and responds to or redirects as
appropriate, Retums messages at the first opportunity. Assists
visitors with Telmate kiosk. Posts daily conference room
calendars. _

Receives and logs money orders/cashier's checks for deposit in
inmate Trust accounts. Verifies accuracy of log prior to sending
deposits to Trust. Maintains the security of the deposits at ali
times.

i Assists Dome Operations & Maintenance Manager with a variety of
tasks including, but not limited to, special projects, developing
spreadsheets, doing research, compiling data and creating
reports.

Logs and tracks inmate work crew attendance and completes sign
Infout process with transporting officers. Provides back up inmate
supervision in the absence of Dome Maintenance Specialist or
Dome Operations and Maintenance Manager. Assists with daily
inmate count as needed.

Provides key controi for master key set, malibox keys, outside work
crew supervisor keys, and the other keys that are stored in the
reception lock boxes. Places orders for office equipment and
supplies. Calls in equipment service requests.

Trains temporary staff, back-up staff and volunteers. Arranges for
back-up coverage as needed. Completes special projects for
staff as needed. Serves as a Dome Building Emergency

, Monitor.
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SECTION . WORKING CONDITIONS

Describe any on-going working conditions. inciude any physical, sensory, and environmental

demands.’ State the frequency of exposure to these conditions.

Dally: !
e Walking, sitting, standing, lifting, pulling, pushing, bending, stooping, moving carts, reaching

overhead, keyboarding, operation of motor vehicle. Must be able to ift 30 pounds.

At risk from tampered/susplclous mall sent in by inmates and members of the public.

Works under pressure of deadlines.

Works In the presence of inmates and at times directly supervises inmates.

ExPosure to temperature fluctuations because outer doors/windows are frequently accessed.

Frequentl)i, if not dally:
¢ Deals with staff, delivery drivers, members of the public, etc., who are angry or frustrated.

i
Required::
® Must have a valid Oregon driver’s license and must be able to drive In inclement weather.
* Must be dependable and have excelient attendance.

!

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

DOC Rules and Policies

Reception Desk and Mallroom Desk manuals
Equipment operating manuals

State Vehicle Use policy and operating manual
Qregon vehicle codes.

Pre-sort mall contract.

Interagency mail regulations.

| .

i
'

b. How are these guidelines used?
The guic;'ielines are used as a basis to make decisions pertinent to the position.
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SECTION P WORK CONTACTS

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

Who Cdntacted How : Purpose How Often?
Note: If additional rows of the below table are needed, place curser af end of @ row {outside table) and hit “Enter”
DOC staff : +  Telephone/E-mail/in person | Exchange information, provide service Dally
Delivery persbnnel i Teiephone/in person . Exchange information, provide service : Daliy
Supervisor | i Telephone/E-malil/in person | Exchange Information, provide service Daily
Public ' Telephone/in person Exchange information, provide service Daily
Inmates i In person Provide information, direction Dally
Other agency staff E Telephone/E-mall/in person | Exchange Information, provide service As needed

i

SECTION 7. POSITION RELATED DECISION MAKING.

Describe i;he typical decisions of this position. Explain the direct effect of these decislons.

Must use care and diligence to ensure mall is delivered to the cormrect location.
Must prioritize tasks to ensure all deadlines are met,

J qut ensure all visiting staff and visitors sign infout and wear appropriate identification.
—»—Makes decisions relating o safely and cleaniiness.

¢ Muist determine how to respond to or re-route a caller or visitor.

* May have to deal with a vehicle breakdown or accident.

Poor decigion making:
‘e May result in misdirected mall, postage overcharges or damage to equipment.
+® May cause delays in work completion, impacting self or others;
s May cause callers or visitors to be directed to the wrong person for assistance.

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®,

Manager/Dome 8000048 * Personal observation,  Dally /as needed | Ensure operations are
Operations & : i feedback from staff/others i running smoothly.

!

Maintenance; : :
. i l

I
!

SECTION ). OVERSIGHT FUNCTIONS s SEGTION IS FOR SUPERVISORY POSITIONS ONLY

|
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- -_Nate: N addiional rows-of the below-tablo are'ﬂm.’pbva‘wmaﬁ?rwuw (outsldsl
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a. How nilany employees are directly supervised by this position?
How many employees are supervised through a subordinate supervisor?

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

] Plan work (] Coordinates schedules

[J Assigns work [] Hires and discharges

[0 Approves work [] Recommends hiring

[] Responds to grievances [J Gives input for parformance evaluations
(] Disciplines and rewards [J Prepares & signs performance evaluations

SECTION 110. ADDITIONAL POSITION-RELATED INFORMATION

ADDITIONAL REQUIREMENTS: List any knowiedge and skills needed at ime of hire that are ot
already required in the classification specification:

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

Operating Area Biennial Amount ($00000.00) Fund Type

’

SECTION f11. ORGANIZATIONAL CHART

Attach a cumrent 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 #2. SIGNATURES

i /a 4
Employee Signature Date
MW//W/%
Appolntlr?g Authority Sgpéturd = ' Date
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