STATE OF OREGON Position Revised Date:
POSITION DESCRIPTION February 19, 2015

This position is:
] (X Classified
Agency: Oregon Department of Corrections [] Unclassified
[[] Executive Service
] Mgmt Sve — Supervisory

] New [X] Revised [ Mgmt Svc — Managerial
] Mgmt Svc - Confidential

Facility: Central Distribution Center

SECTION 1. POSITION INFORMATION

a. Classification Title: Procurement & Contracts Spec. 2 b.Classification No: C0437

c. Effective Date: 10/1/84 d.Position No: 6000891

e. Waoarking Title: Procurement Specialist 2 f.Agency No: 29100

g. Section Title: Fiscal Services, Purchasing h.Budget Auth No: 000094760

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

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

I. Supervisor Name (Optional). Dick Hawks

m. Position: Permanent [] Seasonal [ Limited Duration [C] Academic Year
B4 Full-Time ] Part-Time [ Intermittent [ Job Share

n. FLSA: ] Exempt If Exempt: [] Executive o. Eligible for Overtime: [X] Yes
B4 Non-Exempt [J Professional I No

1 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 Corrections is to promote public safety by holding offenders
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 Systems and
Services. Fiscal Services provides a wide variety of services to all levels of the Department through
its Purchasing, Contracts, Central Accounting, Payroll, Central Trust (inmate Accounts), AFAMIS
Support, and Statewide Business Services.

Purchasing and Contracts are a part of the Department of Corrections Fiscal Services. The purpose
of these units is to provide quality service to DOC operations by procuring goods and professional
services in a timely and accurate manner, ensuring compliance with DOC and State of Oregon laws,
rules, and other authorities. Also acts as the liaison to the Department of Administrative Services
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,(DASi the Department of Justice (DOJ), Attorney General's Office, regarding procurement and
disposal services.

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:

The purpose of this position is to provide technical purchasing expertise to all Department of
Corrections' functional units and institutions to permit the timely processing of program requests for
purchase of a wide variety of services and supplies. The incumbent handles all aspects of the
purchasing process for items of a highly technical nature and provides research and specification
development under high level authority limitations

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-divisionat group projects and in
identifying and resolving probiems 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 employees 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 empioyees have a valuable role in the delivery of multi-disciplinary
services. Despite differences in their training, culture, and job specific mission, they ali 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
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respect, proper orientation and training, and ongoing communication and cooperation provide the
foundation of correctional case management. All employees are expected to follow CCM principles
and practices.

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/RINC E/NE DUTIES
Note: If additional rows of the below table are needed, place curser at end of a row (oulside table) and hit “Enter”.
70% NC E Analyzes technical and complex purchase requests,

determines appropriate procurement method, such as
Requests for Proposals, Requests for Information, Invitation to
Bid, Declaration of Emergency, Special Procurements, and
processes in accordance with governing laws, rules, policies,
and standard purchasing practices.

Assesses specifications submitted with requests and identifies
incomplete or conflicting information and advises and/or
develops revised specifications, as needed, in preparation for
completing the competitive process.

Provides liaison for completing the formal competitive process
between the Department of Administrative Services, the
Department of Justice and Department of Corrections’
program staff. Conducts pre-bid and post-bid vendor
conferences.

Solicits written and oral competitive price quotations under
delegated authority from Department of Administrative
Services or Department of Corrections Inmate Work Programs
as required.

Provides product analysis and evaluates bid responses for
compliance to specifications. Awards contract/purchase to
most suitable respondent based on solicitation criteria. 1ssues
the appropriate purchasing documents and approve by
signing the order within spending authority or recommends
approval outside of spending authority.

Investigates alternate products and sources of supply when
appropriate and makes recommendation. Answers questions
and addresses issues that arise.

Identifies and recommends products and services to acquire
through agency and statewide Requirements Contracts.
Consuits with agency product users to determine
specifications, order quantities, alternative materials, samples,
lead times, and cost trends or desired products or services.
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15% R

15% R

Determines appropriate special terms and conditions as they
relate to a particular type of transaction.

Maintains appropriate purchasing record, manuals and files.
Prepare and facilitate documents for legal sufficiency.

Verifies entries and changes made to the contracts section of
the AFAMIS system by the Contracts Assistant for accuracy.

Ensure all appropriate rules/policies are adhered to by
Department of Corrections’ employees conceming the
purchase of assigned commodities. Reviews work of
Procurement Specialist Assistant, Procurement Specialist 1
and other Procurement Specialist 2 positions for accuracy and
sufficient documentation as required. Provides training to
Procurement staff and customers.

Audit contracts, through contract administration, to identify
process strengths and weaknesses and areas of
noncompliance with standards, regulations and policies.
Evaluate contractor performance or quality of service.
Prepare contract amendments or extensions. Evaluate
contractor performance or quality of services. Research
alleged contract violations and assist with their resolution. Act
as liaison between contractor and staff. Evaluate if contract
terms are met at end of contract period. Ensure contract
records are maintained in accordance with retention
schedules.

Responds to bid protests, resolves complaints and defends
decisions. Prepares and maintains documentation to support
award. Resolves a variety of order discrepancies such as late
deliveries, incorrect billing, over shipments, product
substitution, etc., by working directly with vendors,
warehouse, accounting and program staff.

Participates as a member of groups and committees,
conducts research, prepare and presents findings to provide
input, consensus opinion and resolve issues on a variety of
procurement related topics. Performs related support
activities as required. Participate in statewide committees to
establish and improve specifications, standards, procedures
and policies.

SECTION 4. WORKING CONDITIONS
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Describe any on-going working conditions. Include any physical, sensory, and environmental
demands. State the frequency of exposure to these conditions.

Agency's mission causes work to be performed within a security setting and in the presence of
inmates, otherwise, normal office working conditions with pressure due to problems and deadlines

involved.

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.

« Purchasing delegated authority from the Department of Administrative Services Policy

Manual #125-3-230

Department of Corrections Rules on Purchasing, #163,164
Department of Corrections Rule on Contracts #26
Directives of OAR 125, 137, 291 and ORS 179, 190, 279
Oregon Attorney General Model Public Contract Rules

b. How are these guidelines used?

These guidelines describe the requirements and prescribed methods to be used for
acquisitions and classes of acquisitions depending on the scope, complexity and value of a
particular product or service.

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 af end of a row (outside table) and hit "Enfer”.
Vendors/Public Phone/Mail/tn Person  Request Information Regarding Daily

Purchases & Place Crders
DOC Program Phone/Email/in Person  Provide Instructions on Policies and Daily
Managers and Staff Procedures and Consulting
Department of Phone/Email/in Person  Orders/Bid Specifications and As Needed
Administrative Follow-up
Services
Attorney General's Phone/Email/ln Person Review for legal advice As Needed
Office
SECTION 7. POSITION RELATED DECISION MAKING
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Describe the typical decisions of this position. Explain the direct effect of these decisions.

The incumbent prioritizes workload within guidelines and urgency of requests. Determines if
specifications are complete and accurate; may rewrite specifications. Must determine the type of
purchase method and identify authority for each purchase. Must establish appropriate criteria for
each acquisition; Determines if responses meet all applicable rules, guidelines and criteria.
Determines award methodology and makes award decisions based on criteria established for the
acquisition. Approves purchase orders by signature.

SECTION 8. REVIEW OF WORK

Who reviews the work of the position?

—
Classification Title i Position Number How [ How Often Purpose of Review
Note: If additional rows of the below table are needed, place curser at end of 2 row {outside tabfa) and hit “Enter”.
| PEM-E 6000.030 In writing, annual Annual Provide input and
performance appraisal feedback on
performance
PEM-E 6000.030 In person As necessary Obtain clarification of

expected results and
reports on progress
toward completion of

assignments
SECTION 9. OVERSIGHT FUNCTIONS THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY
a. How many employees are directly supervised by this position?
How many employees are supervised through a subordinate supervisor? 0

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

O Pian work [ Coordinates schedules

1 Assigns work [J Hires and discharges

[C] Approves work ] Recommends hiring

[[J Responds to grievances [] Gives input for performance evaluations

[] Disciplines and rewards ] Prepares & signs performance evaluations

SECTION 10. ADDITIONAL POSITION-RELATED INFORMATION
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ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not
already required in the classification specification:

Communicate effectively, oraliy and in writing; knowledge of automated purchasing systems; valid
driver's license or arrangements for transportation to Correctional Institutions, and meetings as
required. Skill in operating a personal computer with ward processing, spreadsheets, and other

programs.

Possession of Oregon Procurement Basic Certification within 12 months of appointment.

Knowledge of ORS 179, ORS 190, ORS 279, CAR 125, OAR 137, OAR 291 and Oregon Attorney
General Model Public Contract Rules.

BUDGET AUTHORITY: !f this position has authority to commit agency operating money, indicate the

following: N/A

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’.

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’s name and position

number.

SECTION 12. SIGNATURES

Employee Signature

Date Supervisor Signature

Appointing Authority Signature

Date

Date Fiscal Services Administrator

Date
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GENERAL SERVICES
Fiscal Services Unit

MANAGER Ray Brixey
Shatli Honeywel] 9912050 FISCAL SERVICES
Oparations & Policy Manag
ADMINISTRATOR
Adminisirafive Speclafist 2
cO04 17
Groce Narvaez 9712052
| | I |_
MANAGER MANAGER MANAGER MANAGER
Mox7a'a FEME 33 X7008 FEME 33 X7008 PEMD 31 X7006
Garite Johraon 6101007 Greg Nash 4000040 Dick Hawics 4000030 Bob Culp $300345
AFAMIS Suppor Manager Accounting/tayrol Manager Procur fC Monog Cantral Trust & Statgwide Business
i _ Manager
I i
Accountant 4 % Pr & C Speclatistd I
Fiscal Ana F pec 1
c1244 ~_«a C1218 30 PEMC 28 X7004 Co4a8 29 : MANAGER MANAGER
Jason Agams B700105 Joan Brooks 0111001 Cherle Greenwade Craig Heman 8500353 Accountant 2 PEME 28 X7002 PEMB X7002 26
Keaith MacGregor BE09031 ] £100057 Vickie GaRlegas 0500541 G116 23 Dawn Wagner 9712049 1 Randy Ross 0500455
Vickie Stantry 0700122 Accountant 3 [ wﬂ.ﬂmo :..:!u:wﬂ_h_wﬁm Patricia Mortin 0700012 |@ East Side Business Manager Wost Side Business Manager
SR Mahafley
Kathlesn Widby 0518004 Accounting Tech 2 Ker Stocks 8500252
Richard Spocnheim 6000633 €0212 19 ] Accounting Tech 3 Accounting Tech 3 Administretive Specislist 2
T Julle Berbena 0500127 co212 19 C0212 19 = coto8 19
Lisa Hall 0500277 P A Contract Speclafist 2 Debbis Etvood 0101006 [~]|__ Catheen Shroyer 8900342 Shefley Clayton 0100068
Accountant 2 Margo Hammonds 1010008 i
C1216 23 oo Hershey 5702509 Co837 77 Tammy Alvarez 0300001
Balinda Dunn 0102002 Debbie Leno 8000032 Pendy S Hein s A ting Tech 2
Jeffrey Lucas 500349 ; Artene Whithey 9552349 co21% 17 Accounting Tech 3
Jamis Maxfield 5702555 Melznis Moothart 9902501 Accounting Tech 2 Debble Myers 9802502 co0212 1%
Nok Smith 9507001 Sunny Noblas BICI348 VACANT 6000891 coz11 17 i
arsen , Sussn VanEpps 0100072 — Miranda Bryan 0TD0115
I Jessica And 0700092 David Hawks 0700113 | Batty Moore 9512353
Accountant 1 Q:_u.._‘mz.,_ wsogauwsuoo_ __wu 1 T Jos! Mack a_wﬁnsu Cheryt Wedekind 5702608
ame
e B I e B e i
Steve Pretton (DF) 0315034 T Shellee Gilies 9500381 Stacey Morrow 0700014
I Vickio Cachran 6000031 Office Spaciathat 1 "
Accounting Tech 3 A ing Tech 2 I €0903 1 = Brianna Efsara 2500034
oqkuo._o £0211 17 Lydia Sheffeld 0101004
Matt Barg 5700715 Emiy Hennoss 1100011 Pr & C et Asst
Corinna Gates 0500270 €oaxs 13
Delia Jenkins 9507003 Cindy Young 8500364
Cheryl Swrar 6919041 _
| Office Spacialist1
Accotmting Tech 2 co103 11
co211 17 Keiper BO047
Kamela Gammon 0700111 i
Gina Latheop 0300003
Keis Munnery 6900343
Cyndi Theapp 8800344
Nicole Rading 1010006
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