STATE OF OREGON
POSITION DESCRIPTION

Agency: Oregon Department of Comrections
Facility: General Services Division

[ New

Revised

Posltion Revised Date:

November 21, 2011

This position is:
X Classified
[J unclassified

[] executive Service
] Mgmt Sve - Supervisory
[J Mgmt sve - Managerial
[] Mgmt sve - Confidential

SECTION 1. POSITION INFORMATION

a. Classification Title: _Executive Support Specialist 2

c. Effective Date: 07/01/1991

e. Working Title: Management Assistant

g. Section Title: General Services Division

. Employee Name: . ' -

- —wre

k. Work Location (City - County): _Salem/Marion

b.Classification No: C0119
d.Position No: 8703012
f.Agency No: 29100
h.Budget Auth No: 000102110
J-Repr. Code: AAON

l. _Supervisor Name {Optional): Tamara Dohrman

m. Position: Permanent [J seasonal [ Limited Duration ] Academic
Year
(J Full-Time [ Part-Time [ intermittent [ Job Share
n. FLSA: [] Exempt If Exempt: [] Executive o. Eligible for Overtime: Yes
Non-Exempt [] Professional CInNo
O
Administrative

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 mission of the Oregon Department of Comrections is to promote public safety by holding otfenders
accountable for their actions and reducing the risk of future criminal behavior, The Department's
biennial operating budget includes General Fund, Federal Fund, and Other Funds. General Services
Division provides centralized support services to all levels of the Department through Fiscal Services,
Facility Services, Distribution Services, and Information Technology Services.

. Describe the primary purpose of this position, and how it functions within this program. Complete this

statement. The priimary purpose of this position Is to;

This paosition provides administrative support and performs and coordinates highly sensitive and
confidential work for the General Services Division Assistant Director. This position also actively
participates in management meetings and is responsible for wiiting, interpreting, and applying DOC,
DAS, and Union contracts, policies, and procedures.
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SECTION 3. DESCRIPTION OF DUTIES

The employee in this position is expected to recognize their responsibility 1o act ethically at all times in
accordance with the very highest standords of integrity.

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

The incumbent is expected o perform position duties in @ manner which promotes customer service and
harmonious working relationships, including treating all persons courteously and respectfully; engage in
effective team participation through wilingness 1o assist and support co-workers, supervisors, and other work-
related associations: develop good warking 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 ond non-security personnel communicating effectively to maintain safe, secure, and sanitary
cormeclional environments while preparing inmates for successful reentry into the community. The vast majority
of ODOC inmates will retum to Oregon communities. Enhanced public safety, lower crime rates, and reduced
recidlvism can all be tied directly to attitudes and actions of comectional staft who must effectively apply
ODOC rules and transition initiatives in their daily interaction with inmates. All staff are expected to model pro-
social behavlors; reinforce positive behaviors; redirect negalive behaviors; and effectively communicate
observed behaviors to responsible program staff, administrators, and supervisors in support of the OAM.

Coarrectional Case Management (CCM), the crifical next step foward implementation of the Oregon
Accountability Model, is a proactive, collaborative, multi-disciplinary process. The CCM process unifies
procedures ond personnel fo balance departmental resources and an inmate's needs throughout his/her
incarceration and community supervision.

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

Managers and supervisors are expected to provide leadership that contributes to the establishment of a
working environment that Is positive, productive and free from harassment ond discrimination. As part of this
effort, managers and supervisors are expected to participate in and encourage others to participate in the
agency’s activities that support affiimative action. This includes recruiting, selecting, retaining and promoting
individuals with diverse background who are committed 1o the mission and values of the Department.
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List the major dufies of the position. State the percentage of fime for each duly. Mark "N” for new duties, “R"
for revised duties or “NC" for no change In dulies. Indicate whether the duty Is an “Essential” (E) or “Non-
Essential” (NE) function.

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

45% R E Clerical/Secretarial Duties:

»  Write and/or furnish information required for reply o administrative
and confidential comespondence, requests for information,
surveys, reporls, and personnel related data. Work independently
to research, locate, assemble, edit, and summarize material and
information for administrative action. Record, transcribe, and
write proceedings of meetings ond conferences. Research
information and compose cormrespondence, reports, memos and
other documents.

e Process division mail. Maintain control of moterials received,
routed, assigned, or disposed of. Structure and maintain file
system for comespondence, reports, instructions, guidelines, and
similar material frequently referred to by supervisor.

¢ Maintain supervisor's calendar and advise supervisor of
commitments. Make all amangements for meetings and special
conferences, including parlicipants, agenda, location, ete.
Amange travel itinerary and accommodation. Prioritize and
schedule people, events, and items requiing the attention of
supervisor.

e Serve as communication link between supervisor and
management team, other agency staff and management, other
state agencies, legisiative staff, personnel, and the public.
Respond to complaints or concems by obiaining all pertinent
details and contacting appropriate agency officiai or
department for necessary action.

25% R E Administrative Dulies:

¢ Provide support for Enterprise Risk Management.

* Aclively partficipate in division management ieam meetings to
resolve problems and discuss and formulate goals and objectives.
Complete assignments received in management team meetings,
including: writing, interpreting, and applying DOC, DAS, and Union
contracts, policies, and procedures. Perform a variety of research
activities and wiite reports as needed for distribution and/or
presentation at manogement team meefings.

* Monitor monthly budget and expenditure reports. Perform session
and interim legislative fracking activities and maintain
documentation for division related legislation and/or supporting
testimony. Maintain manuals and records for Department rules
and procedures. Work with supervisor and Human Resources staff
to recrit for, hire, and process paperwork as needed. Receive,
review, and submit monthly time sheels for administrators.
Maintain manuals and confidential files related to personnel
reports and miscellaneous information for the entire division

»_Provide overall coordination for General Services related to
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communication such as website, newsletters, etc.

30% R E Relallonships With Others:

» Perform telephone and in person contact with staff and
management throughout the department, other state agencies,
and the public as needed.

*  Work closely with and on behalt of supervisor and administrators
when scheduling appoiniments, meetings, conferences, special
projects, and assignments,

e Sefve on adhoc committees and perform other duties and special
projects when assigned by assistant director.

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.

Madjority of duties will be performed in an office environment, with occasional In-state travel to field
offices and institutions. Problems and pressure Involved to meet scheduled deadlines. Daily contact with
inmates on work assignments in building.

SECTION 5. GUIDELINES

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

Oregon Revised Statutes (ORS)

Oregon Administrative Rules {OAR)

Depariment of Comrections Rules, Procedures. and Policies
Department of Administrative Services Rules, Policies, and Procedures
Union Contracts

0O0O0OO0OO

b. How are these guldelines used?

To establish procedure or guidelines for performance or work and program activities. To assure uniformity
and consistency in decision making and to assure meeting financial and legal requirements.

SECTION 8. WORK CONTACTS

With whom, outside of co-workers in this work unit, must the employee In this posilion regularly come In
contaci?

Who Contacied How Purpose How Often?

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

DOC Management All:

DOC Represented Staff Telephone, In Person, Provide/Receive Information and/or As Needed
Correspondence Direction

Dept of Admin Services

General Servicas Executive Suppon Specialist 2 11-21-11 Page 408



Dept of Justice
Other Governmental
Agencies
Vendors/Contractors

SECTION 7. POSITION RELATED DECISION MAKING

Describe the typical decislons of this position. Explaln the direct effect of these decisions.

To ensure that appropriate govemmental accounting and administrative rules and procedures are
followed and adhered to by Department and Division management and staff, the person in this
position must: prioritize workload; determine the status of unit workload and projects to ensure that
Division activities are completed in a timely manner; ensure that crifical deadlines are met: provide
appropriate and accurate information and direction to staff, the public, direct visitors and callers; and
determine that procedures and practices are consistent with state and department policies. rules,
regulations, and accepted govermmeniat principles,

SECTION 8. REVIEW OF WORK

Who reviews the work of the position?

Classification Titte | Position Number How How Ofien 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”,

PEM G 6000625 In Person, Telephone, Email  Daily To assure smooth flow
of work
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 ore supervised through a subordinate supervisor? 0

b. Which of the following activities does this position do?
X Plan work X Coordinates schedules
B Assigns work

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:

Incumbent must have abillty to deal with variety of people in an effective manner and have the flexibllity to
manage a large variety of tasks and rapldly changing priorities.

LEDS certification to allow the use of LEDS to access background checks/criminal history/DMV information,
personnel reviews and visltors.

Bilingual Spanish / English: Employee will be using her bilingual skills as necessary for various customers having
business at the Dome Bldg who need assistance with Spanish interpretation.
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BUDGET AUTHORITY: it this position has authorlty to commit agency operating money: N/A

Operating Area Biennial Amount ($00000.00) Fund Type

SECTION 11. ORGANIZATIONAL CHART

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

SECTION 12. SIGNATURES

Employee Signature Date Supervisor Signature Date

35/ /o0y f

Date

General Services Executive Suppon Specialist 2 11-21-11 Page 6ol 6



