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STATE OF OREGON 
POSITION DESCRIPTION 

Position Revised Date: 
12/1/08 

 
This position is: 

 
Agency:  Oregon Department of Corrections 
 
Facility:  Health Services - SRCI 
 

 New     Revised 

 Classified 

 Unclassified 

 Executive Service 

 Mgmt Svc – Supervisory 

 Mgmt Svc – Managerial 

 Mgmt Svc - Confidential 

SECTION 1.  POSITION INFORMATION 

a. Classification Title:  Support Services Supv 3 b. Classification No: X0114 

c. Effective Date:   d. Position No: 9909003 

e. Working Title:  Medical Support Staff Supv f.  Agency No: 29100 

g. Section Title:  Medical Services - SRCI h. Budget Auth No:       

i.  Employee Name  j.  Repr Code       

k. Work Location (City – County): Ontario, Malheur 

 l. Supervisor Name (Optional):  

m. Position:  Permanent  Seasonal  Limited Duration  Academic Year 

 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 program in which this position exists is the Health Services section of the Oregon Department of 
Corrections.  The purpose of this program is to provide health care to inmates at each state institution 
operated by the Department of Corrections.  State and federal laws have established that inmates are 
entitled to health care during incarceration.  Health care services available to inmates must be consistent 
with health care provided in the community in order to meet the legal obligation the state has when 
persons are incarcerated.  This means that all types and levels of health care must be provided in a 
clinically appropriate manner by properly credentialed professionals in settings equipped and designed for 
the delivery of health care.  Health care includes medical, dental and psychiatric/mental health services. 

The Health Services section is comprised of an administrative unit which sets policy and long term 
direction and a series of operational units representing the health care program at each facility or a 
division wide clinical service.  The health care program at each of the correctional institutions operated 
by the Department is responsible for delivering health care to inmates consistent with policy established 
by the Section.  The average daily population for whom the entire range of services must be available is 
13,500 inmates.  The Health Services section employs more than 500 health care personnel and 
manages a number of agreements with health care organizations in communities throughout Oregon 
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and the surrounding states in order to deliver constitutionally adequate health care.  The biennial budget 
for the Health Services section exceeds $150 million dollars. 
 
The Oregon Accountability Model (OAM) depends upon a team approach to custody with the 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 DOC 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 OAM. 
 
The Department of Corrections recognizes and respects the dignity, diversity and human rights of all 
persons.  In support of those values DOC employees are expected to promote a respectful work 
environment that recognizes cultural diversity.  Moreover, DOC upholds a zero-tolerance policy towards 
all sexual abuse. 
 
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 expected 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 a diverse background who are committed to the mission and values of 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: 
 

Supervise the Medical Services non-licensed support positions.  This position is responsible for the 
recruitment, selection, assignment, and direct supervision of the Office Specialist positions.  This position also 
assists the Central Manager with the on-site supervision of the on-site Pharmacy Technician positions, the 
Medical Records Technician positions, the Radiology/lab Technician, and the Dental Assistant positions.  
Assists the Medical Services Manager in the direction of the health care program.  Is responsible for assisting 
in the establishment and management of the program to deliver health care to inmates for one or more state 
operated correctional institutions.  Makes recommendations regarding fiscal decisions affecting the program 
budget and decisions pertaining to the utilization of personnel, contract service providers, consultants and 
agency services.  

 

SECTION 3.  DESCRIPTION OF DUTIES 

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”. 

  E 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 OAM.   

 
30% 

   
Directing 
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   Assists the Medical Services Manager in the direction of the Health 
Services program, specifically the non-medical aspects of the program. 
Decides who, how, what, where and when the daily non-medical operations 
of the program will occur.  Alters the daily operation as needed to facilitate 
the delivery of health care in the correctional facility.   

   Collaborates with others throughout the Department to accomplish safe, 
efficient, and timely accomplishment of work.  Participates in management 
and executive meetings at the institution; under the direction of the Medical 
Services Manager, may be responsible for representing the standards of the 
Health Services Division and assisting the institution to accomplish its 
purpose by assisting with projects, consulting and resolving problems.  

 
40% 

 

   
Managing 

   Recruits, interviews, selects, and orients, in conjunction with the Medical 
Services Manager, non-medical personnel to assist and facilitate health care 
delivery. Supervises non-medical employees, non-medical contract 
providers, and non-medical agency personnel so that work performed is 
consistent with assignment.  Develops the knowledge, skill, and ability of 
each non-medical employee and uses progressive discipline to correct 
deficient employee performance.   
 

   Collects, reviews and evaluates statistics to establish service delivery norms 
and proposes subjects for quality improvement.  Conducts staff meetings 
and uses staff work groups to review and discuss problems with service 
provision or improvements to the existing program.  Involves staff in 
monitoring program performance and suggesting quality improvements.  
  

   The Health Services Support Staff Supervisor may, at times, be on call 
during non-business hours to the health service program.   

   Other duties as assigned 

 
15% 

   
Planning 

   Makes the environment in which health care is provided safe, healthy and 
sanitary. Corrects unsafe or unsanitary working conditions, investigates 
worker injuries and modifies assignments to return injured workers to the 
work site, completes necessary reports.  
 

   Schedule employees for all required training, and assists in facilitating 
continuing professional education requirements.   Functions as a trainer for 
annual in-service.   

 
15% 

   
Budgetary 

   Participates in and assists the Medical Services Manager in managing the 
fiscal resources of the Health Services program.  Conducts cost benefit 
analyses of various options for the delivery of health care; selects or 
recommends methods which increase the value of health care expenditures.  
Reviews bills and authorizes payments according to the agreement for 
service negotiated in advance.  Participates in the monitoring of monthly 
expenditure reports prepared by the Department to identify and correct 
improper billings to the health services program, to identify trends and 
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causes of over or under expenditures, and institutes actions necessary to 
correct over expenditures.   
 

100%    

 

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. 

 

Will be expected to share the mission, vision, and core values of the department; requires being a role model of pro-social 
behavior and having an attitude that conveys dignity and respect in the treatment of others; must be able to acknowledge 
that everyone is capable of positive change; requires walking or standing for long periods, requires climbing and 
descending stairs; potential exposure to chemicals, radiation, communicable diseases or other hazards inherent in a 
health care and correctional setting.   This position works within the secure perimeter of an adult correctional institution 
and encounters angry, hostile, threatening, and abusive inmate behavior which results in injury, death, and the potential 
for hostage taking.  Aside from the personal risk the Health Services Support Staff Supervisor is responsible for providing 
medical assistance to staff and inmates injured or killed.  The Health Services Support Staff Supervisor may also be 
responsible for functioning as a hostage negotiator and for providing or arranging for counseling of staff after traumatic 
incidents.  Supervision and control of inmates is an inherent responsibility. 
 
You must have a valid driver’s license and a good driving record or be able to provide an acceptable alternative method of 
transportation.   

 

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 Department of Correction Admin Rules and Procedures 
Health Services Division Policies and Procedures 
Accreditation Standards for the National Commission on Correctional Health Care, and the American Correctional 
Association. 
Oregon Administrative Rules promulgated by state licensing boards describing the scope of practice for physicians, 
dentists, nurses, radiology technicians, pharmacists, etc. 
Collective Bargaining Agreements, Personnel Procedures. 
Professional service contracts, agency service contracts and interagency Letters of Agreement. 
 
b. How are these guidelines used? 
 
Establishes standards and direction for performance of work; used as a reference to evaluate program performance, to 
give direction to inmates and respond to grievances or complaints, to resolve problems with service delivery, and to 
prepare for litigation in state and federal court.  
 
Used to train employees, contractors and agency personnel in specific procedures and decision making; guides the 
performance of work; used to evaluate performance and service delivery; used in the preparation for litigation in state and 
federal court.  
 
To prepare for accreditation. 
 
Used to determine the scope of work to be performed by certain classifications, to assign work and required supervision 
for tasks performed by non-medical staff, used to evaluate deficient performance and determine if the regulatory board 
must be notified.  
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Used as the basis for responsibility to manage human resources, to establish positions, to recruit and select personnel, to 
appoint personnel to positions, to schedule personnel, to supervise and evaluate employee performance, to take 
disciplinary action, to investigate and respond to employee complaints and grievances.  
 
Used to assign work and supervise non-medical professional service contractors and contract agency personnel.  Used to 
engage certain specialty services, to evaluate performance, and to correct problems with service delivery including 
termination.  Used to authorize payment for services engaged by the Health Services Program. 
 

 

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”. 
Staff within Institution In Person / Electronic/ 

Written 
Notify staff of inmates cleared for 
assignment, special needs for housing & 
meals, etc., security issues, resolve 
problems. 

Daily 

State/Federal Agencies:    

     Justice In Person / Electronic/ 
Written 

General legal advice, litigation Wkly 

     Risk Mgt Electronic / Written Litigation Wkly 

Other Units Within DOC:    

     Transport In Person / Electronic/ 
Written 

Schedule services Daily 

     Purchasing In Person / Electronic/ 
Written 

Purchases Wkly 

     Personnel In Person / Electronic/ 
Written 

Personnel Actions Wkly 

Inmates & Families In Person / Electronic/ 
Written 

Answer questions, resolve problems, give 
directions 

Daily 

Former Employers Electronic/ Written Verify background for possible employment Wkly 
 
 

 

SECTION 7.  POSITION RELATED DECISION MAKING 
 

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

Determines the method for recruitment, makes selection decisions, schedules and assigns work to institution non-
licensed support staff.  Assists in determining the most cost effective methods of providing health care to patients and 
oversees the implementation of changes specific to support staff.  Interprets Oregon Administrative Rules, and 
Agency/Program Policies and Procedures.  Generates budget information requests as directed.  Ensures employee 
assignments remain within their scope of ability.  
 

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”. 
 

PEM D  9500187 Discussion and review of Monthly and as To determine problems 
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written reports, statistics, 
verbal descriptions of program 
operations. 

needed with implementation 
and to establish 
progress toward goals. 

     

     
 
 

 

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

a. How many employees are directly supervised by this position? 14  

 How many employees are supervised through a subordinate supervisor? 0  

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

 

  Plan work   Coordinates schedules 
  Assigns work   Hires and discharges 
  Approves work   Recommends hiring 
  Response to grievances   Gives input for performance evaluations 
  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: 
 
The persons in this position assists the Medical Services Manager in supervising and managing the health care program 
in a correctional setting and have responsibility for maintaining security and supervision of inmates.  Licensed medical 
staff are responsible to provide health care to inmate populations, ranging from 100 to 3000, with large volumes of inmate 
movement in and out of the facilities on a daily basis. 

 
The Oregon Accountability Model (OAM) depends upon a team approach to custody with the 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 DOC 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 OAM. 
 
The Department of Corrections recognizes and respects the dignity, diversity and human rights of all persons.  In support 
of those values DOC employees are expected to promote a respectful work environment that recognizes cultural diversity.  
Moreover, DOC upholds a zero-tolerance policy towards all sexual abuse. 
 
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 expected 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 a diverse background who 
are committed to the mission and values of the Department. 

 

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

Personal Services $750,000  
Services and Supplies   
 

 

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  
 


