STATE OF OREGON Position Revised Date:
POSITION DESCRIPTION 03/16/2015

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

] New X Revised ] Mgmt Sve — Managerial
] Mgmt Sve - Confidential

Facility: General Services Division, Facility Services

SECTION 1. POSITION INFORMATION

a. Classification Title: PEM C b.Classification No: X7004

c. Effective Date: d.Position No: 9700301

e. Working Title: Business Manager f.Agency No: 29100

g. Section Title: Facilities Services h.Budget Auth No: 000716640

i. Employee Name: j-Repr. Code: MMN

k. Work Location (City — County): Salem, Marion

l. Supervisor Name (Optional): Troy Bowser

m. Position: [ Permanent [J Seasonal [J Limited Duration (O Academic Year
(] Full-Time [J Part-Timse ] Intermittent [ Job Share

n. FLSA: BJ Exempt If Exempt: [ Executive o. FEligible for Overtime: [ Yes
[C] Non-Exempt [] Professional X] No

[] 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 Depariment of Corrections is a key component of Oregon’s Public Salely Program. The Department provides for
the incarceration of felony offenders. The Depariment operates programs through 13 institutions located throughout
the State, and is expanding to keep pace wilh the growing need for various correctional facilities. The Depariment's
programs are delivered through a wide range of facilities on a slalewide basis, and involve significant interaction
within the Department, with other slate agencies and the development of intergovernmental and community
relationships and coordination at the local level. The Department owns and operates nearly five miliion square feet of
facilities, and will continue to grow. The Depariment is one of the state government’s largest facilities
owner/operators, and the facilities are used at high intensity with many special requirements such as sophisticated
security syslams and 24-hour per day operalions,

The mission of the Oregon Department of Corrections is to promate public safety by holding offenders accountable for
their actions and reducing the risk of future criminal behavior. In support of this mission, the Facilities Services
Section is responsible for establishing and maintaining working relationships with various governmental partners and
for carrying out the various policy development and technical responsibilities necessary for the Department to creale
and maintain facilities with capacity for appropriale program delivery. The technical responsibililies of Facilities
Services include planning, building, upgrading and maintaining correclional facilities, developing policies regarding
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code compliance and other facility issues, while ensuring that correctional environments are appropriale for delivery of

programs in compliance with federal and state statute and case law. Facilities Services supporis established
correctional inslitutions by initialing and maintaining local government and public invalvement throughout the life of
correclional facililies, advising Department leadership on property and facility management issues, advising
Depariment leadership on perlinent land use and governmental joint powers issues, and managing the portfolio of
leased and owned facilities for the Department.

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:

Perform as the Business Manager by directing the business and adminisirative support services of the Facilities
Services section. This posilion is responsible for initiating policy reviews and revisions within the business and
administralive operations of Facilities Services, and coordinates and administers management and organizalional
studies. It develops, compleles, and supervises mulliple repelilive and singular projects in support of facilities
management and construction in response lo Legislative, Depariment and Division requests / needs, such as project
and program coordination and evaluation, requests for information, internal and external communications, audit
findings, periodic business reviews, research, executive summary presentations, and legislative presentations. It
ensures the accuracy of internal accounting and auditing, and all budget retaled dacuments within Facililies Services.
It provides lraining, procedures and other guidance to project and operations managers to ensure the fiscal integrity of
Facilities Services. This posilion manages the development and maintenance of compulerized data processing
systems, which includes application development, coordination of technical syslems support, machine operations, data
manipulation, and document generation, storage and retention.

SECTION 3. DESCRIPTION OF DUTIES _

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

Regular atlendance is an essential function required to mee! the demands of this job and to provide necessary services.

The incumbent is expecled to perform position duties in a manner which promoles customer service and harmonious
working retationships, including treating all persons courteously and respectfully, engage in effective team parlicipation
through willingness to assist and support co-workers, supervisors, and other work-relaled associations; devsliop good
working relationships wilh division and agency staff and supervisors through aclive participation in cross-divisional group
projects and in identifying and resalving problems in a construclive, collaborative manner; demonsirate openness lo
construclive feedback and suggestions, in an effort to strengthen work performance, and contribute to a positive,
respectiul and productive work atmosphera.

The Oregon Accountabllity Model (OAM) depends upon a team approach lo custody with securily-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
communilies. Enhanced public safety, lower crime rates, and reduced recidivism can all be tied directly to allitudes and
actions of correctional stafl who must effectively apply ODOC rules and transition initiatives in their daily interaclion 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.

Correclional Case Management {CCM), the critical next step toward implementalion 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 inmale's needs throughout hisfher incarceralion and community supervision,
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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 misslon, 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. Mulual respect, proper orientation and training, and cngoing communication and
cooperation provide the foundation of correctional case management. Al staff 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 and discrimination. As part of this effort, managers
and supervisors are expecled to participate In and encourage others to participate in the agency’s activities that support
affirmative action. This includes recruiting, selecting, retaining and promoting individuals with diverse background who
are committed to the mission and values of the Department.

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 fable are neadsd, place curser at end of a row (oulside iabie) and hit “Enier”.

45%

15%

NC

E

NE

Budgets, Accounting, Purchagsing & Fiscal, and__Automalion
Management

Direct Facilties Services' budgels development and execution by
compilation and monftoring of program and project budgets. Assist and
advise the Administralors in biennial budget preparations and projections.
Coordinate and monitor quarierly allotment planning.

Manage the pragram’s, project’s and job sile’s equipment inventories.
Manage and direct required accounting/reporling systems for capital
project disbursements and tracking of fund balances to assure proper
payments.

Monitor budget expenditures, to include confracis, purchase orders, and
purchase agreements to insure all financial activities are being entered
and reported accurately.

Advise Administrators on proper fiscal policy, practices and procedures.
Coordinate with Planning and Budget section refating to appropriate
reports generation and accurate reporting and processing of all financial
information.

Direct information resource dalabase activilies within Facililies Services.
Determine information and office resource needs, and how they can be
mos! effectively be oblained and prasented.

Select and oversee the seleclion of appropriate software and automaltion
equipment,

Oversee the Document Imaging program from development, through
training to creale a usable system that assists in the transition to a
paperless office.

Coordinate with Property Contral seclion to insure all capital improvement
and new prison project buildings are comrectly and accurately capitalized in
DOC and DAS systems.

Management
Assist Faclilities Administrator in managing the Department's real eslate
holdings Including land leases, surplus determinalions, sales and water
rights issues.
Coordinates establishing and renswing office space leases for
Depariment and Community Comeclions needs.
Perform as Contract Administrator on contracts related to land use issues.
Insures all relevant materia! is tumed over at the end of the project.
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20% NC E Research, Evaluation and Statistics Management

» Compile and analyze a variety of data. Identify trends and recommend
courses of aclion. Conduct and direct research and develop reports.
Prepare and present information lo various audiences.

» Develop and implement methodologies and procedures lo ensure
colleclion, analysis and dissemination of timely and accurale information
for use by project teams within the three major program areas.

Develop, recommend and manage special research projects.

Compile legislative concepts, assist in evaluating proposals for legislative
changes, analyze and recommaend lestimonies.

Research, prepare and present posilion papers.

Provide counsel and analylical support to the Administratars on operating
procedures, legislation, financial impaclts, and other relaled operational

issues.
15% Facilities Services Leadership Team Responsibilities
+ Participate in sirategic planning, problem solving, and developing missions
and goals.

Assists in developing policies, procedures, and issue papers.

Manage internal and external communications for Facililies Services on
general business matters. Perform as intemal coordinator and liaison
hetween program areas. Provide for arientation of staff within the section.
Perform as external coordinator and liaison between Facilities Services,
interdeparimental unils and other slate agencies, confractors and
consultants, polential vendors and public information requestors on
general business matters.

5% Speclal Assignments
Perlorm specialized and other duties as assigned by the Administrator in

support of the Depariment’s mission.

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.

Daily contact with incarcerated felony offenders. Standard office environment and daily use of computers and office
aulomation soltware. Occasional overnighl travel lo statewide institutions and conslruction job sites. Work oflen
involves frequent interruplions, high stress, short timeframes, strict multiple deadlines, conflicting and competing
priorities, and sensilive issues. Requires the use of tact and sensitivity. May be required to periodically work extended

hours.
May be required to use a state vehicle to conduct business; must have a valid driver's license and a good
driving record.

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.

» Oregon Attorney Genera!'s Model Public Contracting Rules
« Oregon Revised Statues and Oregon Administrative Rules
» Depariment of Correclions Rules and Procedures
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b. How are these guidelines used?

As reference documents

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?
Nate: If additional rows of the below table are needed, pface curser al end of a row (outside table) and hit “Enter”,
DOC Staif Person/Telephone Information/Meetings/CQuestions As Needed
General Public Person/Telephone Information/Meetings/Questlions As Needed
Government Agencies Telephone Information/Meelings/Questions Daily
Vendors Telephone Information Monthly
Architecls/Consullants Person/Telephone Information/Meelings/Questions As Needed
Governor's Office Persen/Telephone Information/Meetings/Questions As Needed

SECTION 7. POSITION RELATED DECISION MAKING

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

Work independently with accountability to effectively priaritize daily tasks with minimal supervision. Represent the
Department and Division through telephane and in-persan conlact with staff throughout the Department, staff from other
depariments, other agencies and the general public. Recruit, recommend for hiring, train, and direct personnel. Prioritize
and assign work, schedufe employee time. Inlerpret statutes, rules and other pracedural priorities.

SECTION 8. REVIEW OF WORK

Who reviews the work of the position?

Classification Title| Position Number 1

How

How Often

Purpose of Review

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

Facilities Services 9500337 Infarmal

Administralor conferences,
reviaw of written
assignments

Daily or as needed  Timeliness and conformance 1o
State Laws, Administrative Rules,

policies and procedures;

coordination of performance
measures developed by the
Facilities Administrator.

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?

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

x(_} Plan work

x[_] Assigns work

x[] Approves work

x[C] Responds to grievances

%] Coordinates schedules

O Hires and discharges
x[] Recommends hiring

x[[] Gives input for performance evaluations
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[] 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:

Valid Oregon Driver's License

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 additiorral rows of the below table are needed, place curser at end of a row (outside lable) and hil “Enter.
Admin/Payroll Per expenditure delegated limits General Fund/Other Funds
Operational Fund " General Fund
Capital Improvements “ General Fund
Capital Construction " Other Funds
Facility Maintenance “ Other Funds

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 Signalure Date Supervisor Signature Date
Gy Bopio~  2.0/5
Appointing Authorily Signature Date
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