
State of Oregon Position Description
Company: Commission for the Blind

Organization: Commission for the Blind

Service Type:  

SECTION 1.  POSITION INFORMATION

Job Profile Title: Business Operations Manager 1 Job Profile ID: 7085

Business Title: Director Of Independent Living (Business 
Operations Manager 1) (Unfilled)

Position ID: 000000178193

Employee Name:  Company ID: 58500

Representation: MESN Budget Auth No:  

Location: Portland | OCB

Supervisor: Dacia Johnson (Agency Head 7)

Position:  

Time Type: Full Time

FLSA: Exempt

Exempt Reason:  

Overtime Eligible: No

Employee Type: Permanent

SECTION 2.  JOB DESCRIPTION SUMMARY

Describe the program in which this position exists. Include program purpose, who is affected, size, and scope. Include 
relationship to agency mission.

The Commission for the Blind (OCB) provides vocational rehabilitation and independent living services to Oregonians who 
experience vision loss. The Commission is governed by a 7-member Commission that are Governor-appointed/Senate-confirmed.

The OCB mission is to empower Oregonians who are blind to fully engage in life. We fulfill this mission by administering federal 
and state-funded vocational rehabilitation and independent living programs that support Oregonians who are blind or visually 
impaired to make informed choices and decisions to achieve full inclusion and integration in society through employment, 
independent living, and social self-sufficiency.

The Agency’s core values include:
• Customer service – Dedication to meeting the needs of our clients and customers and to honoring our commitments;
• Leadership – Being open and authentic, and lifting others up while building consensus towards a common goal;
• Integrity – Meeting commitments, acting responsibly with public and personal trust and being accountable for words and actions;



• Professionalism – Embodying a commitment to quality and pride in our work;
• Operational excellence – Striving for the highest quality and for continuous improvement;
• Innovation – Developing creative solutions and putting them into action; and
• Collaboration – Demonstrating an ability to facilitate, negotiate, build consensus, develop strong teams and empower others.

We are committed to ensuring that people have access to options and opportunities and are equipped with the tools and resources 
they need in order to make meaningful choices for their lives.

The Commission for the Blind has six major program objectives in support of our mission:
1. Helping Oregonians who are blind get and keep jobs that allow them to support themselves and their families;
2. Training Oregonians in skills related to dealing with blindness such as adaptive technology, white cane travel, braille, and 
activities of daily living;
3. Supporting in‐school youth who are blind as they transition from high school to further education, training and employment 
through the provision of pre‐employment transition services;
4. Helping those senior citizens and individuals who experience vision loss acquire essential adaptive skills so that they may remain 
independent in their homes and active in their communities;
5. Licensing and supporting business owners who are blind who operate food service and vending operations in public buildings 
throughout the state; and
6. Assisting Oregon businesses to attract and retain qualified job seekers who are blind as part of their overall hiring and diversity 
initiatives.

The purpose of Independent Living Services is to provide independent living rehabilitation services to individuals who are blind and 
visually impaired. Services may include adjustment to blindness orientation and mobility instruction, communication skills training, 
instruction in activities of daily living skills, pre-vocational training and follow-up services to assist in maintaining independence in
their homes and communities, review and analyze medical and ophthalmological evaluations, and conduct low vision assessments.

These services may be provided by staff or arranged for from available community resources. The budget for the program is 2.7 
million biennially, with 9.0 FTE.

The Independent Living Services program(s) work in conjunction with other agency programs to ensure that OCB’s mission is 
carried out.

The Director of Independent Living Services reports to the Executive Director of the Commission for the Blind, who is appointed by 
the Commission for the Blind.

This position serves as a principal assistant to the Executive Director and represents the Executive Director in their absence. The 
Director of Independent Living Services participates as a member of the Agency's executive leadership team. The purpose of this 
position is to directly oversee the two independent living rehabilitation programs: (1) For both legally blind individuals under age 55
and ensures comprehensive pre-vocational training services are delivered in a way that will optimize preparation for competitive, 
integrated employment ; and (2) Visually impaired individuals age 55 and older in the Agency’s Older Blind Program. This includes 
supervision of the Rehabilitation Instructors for the Blind who provide instruction in individuals’ homes and communities around
mobility, techniques of daily living, low vision, Braille and other instruction, as necessary, in order to maximize their independence 
in their homes and full participation in their communities and society as a whole.

Under the oversight of the Executive Director, this position has the authority to commit agency funds and is responsible for many 
decisions having immediate and long-range effects upon the  commission's ability to serve the citizens of Oregon who are blind.

SECTION 3.  JOB DESCRIPTION

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.

Ongoing - R - E
• Develops a work culture of clear expectations, support, and investment in staff.
• Develops the skills and competencies of staff necessary to accomplish the mission and duties of the administrative services team.



• Provide leadership and direction for a diversified staff. Supervise, hire, monitor performance, develop, coach, discipline and 
provide direction to employees.

• Respond to and resolve employee grievances. Assign and plan work. Promote safety training and practices in performance of all 
work activities.

• Implement Affirmative Action and Diversity strategies and goals.
• Responsible to structure activities that will promote and foster a diverse workforce and a discrimination/harassment-free 

workplace.
• Fosters and promotes to staff the importance of a diverse, and discrimination- and harassment-free workplace through day-today 

interaction with employees and through discussion about the Agency’s Affirmative Action Plan, activities, goals and objectives.

 

60% - NC - E
Manage the Independent Living Programs and Rehabilitation Instructors for the Blind who provide instruction in individual’s homes 
and communities in areas including mobility, techniques of daily living, low vision, Braille and other instruction as necessary in 
order to maximize their independence in their homes and full participation in their communities and society as a whole. This includes 
the development and training of staff in the policies and procedures of the programs, systems used in order to perform their job, as 
well as monitoring their performance in this area.

 

20% - NC - E
Develop, implement and maintain policies and procedures for the Independent Living Programs within the Agency. This includes 
incorporating both federal and state requirements for processing referrals and providing services for both older blind and working 
age independent living programs. Conduct program evaluation for IL Programs, compile the information for purposes of reporting to 
the legislature as part of the Agency’s performance measures, identify issues that need to be addressed in terms of program 
improvement. Monitor Agency performance data that is compiled in the computerized case management system and that is submitted 
by staff, and prepare and submit federal reports for the independent living programs. Liaison with the Rehabilitation Services 
Administration at a federal level regarding any issues related to independent living.

10% - NC - E
Serve as a member of the Executive Leadership Team of the Agency. Represent the Agency and the Independent Living Program in 
community including the State Independent Living Council (SILC), on boards or other committees that further the Agency mission.

 

10% - NC - E
Other duties as may be assigned by the Executive 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.

Regular travel in Oregon and out of state is required. Normal office environment.

SECTION 5.  GUIDELINES

List any established guidelines used in the position, such as state or federal laws or regulations, policies, manuals, or desk 
procedures.

Procedures manual for Rehabilitative Services
US Department of Education, 34 CFR Parts 361, 365 and 379
Rehabilitation Act



How are these guidelines used?

To ensure compliance with program, Agency, and federal procedures and regulations.

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 How Purpose How Often?
Agency Staff In Person, by mail, email or telephone Pass information Daily

Clients or potential clients In Person, by mail, email or telephone Pass information Daily

Other Agency Staff In Person, by mail, email or telephone Collaborate and share information Weekly

Referral Sources In Person, by mail, email or telephone Pass information Daily

SECTION 7.  POSITION RELATED DECISION MAKING

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

Policy and procedure development and program administration/implementation including but not limited to: eligibility of referrals 
for services, how programs will be conducted, outreach, evaluation of results, safety issues in the workplace. The effect of these 
decisions will be reflected in the nature and scope of services and quality of the services provided, our standing with the
Rehabilitation Services Administration pertaining to our IL programs, how the public perceives the program, and how the Agency 
takes action on safety concerns in the workplace. Represents the Agency on various statewide committees as required.

SECTION 8.  REVIEW OF WORK

Job Profile Position ID How How Often Purpose of Review
Ageny Head 6 5850001 In Person, by mail, email 

or telephone
Regularly Provide general 

guidance, quarterly 
check-ins, coaching and 
performance 
management.

SECTION 9. OVERSIGHT

What are the oversight activities for this position?

Plan Work
Assign Work
Approves Work
Responds to grievances
Disciplines and rewards
Coordinates schedules
Recommends hiring
Gives input for performance evaluations
Prepares & signs performance evaluations



SECTION 10. ADDITIONAL POSITION RELATED INFORMATION

List any knowledge and skills needed at time of hire that are not already required in the classification specification:

•	A passion and commitment to support the mission of the agency as a member of the agency leadership team.
•	Proven track record for leadership and collaboration that develops, empowers and supports employees to do their best work.
•	Experience in the areas of Blindness Rehabilitation, Low Vision, Mobility or other related specialized discipline.  
•	Ability to develop trust and rapport with individuals who are blind as one of the Leaders of the team of Rehabilitation Professionals 
working to support their rehabilitation success.
•	Ability to represent the agency in a variety of public settings for the purposes of advancing policy or public education.
•	A commitment to operational excellence through stewardship of agency resources, upholding integrity in operational practices that 
optimize our ability to meet short-term and long-term goals.
•	Experience in using data to inform decision-making to optimize the training and rehabilitation services and outcomes for 
Oregonians who are blind.

SECTION 11. BUDGET AUTHORITY

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

Operating Area Biennial Amount Fund Type
Agency Operations` $50,000 or less per transaction Other/General/Federal

SECTION 12. ORGANIZATIONAL CHART

See Organizational Chart (attach copy or view within Workday).

SECTION 13. SIGNATURES

Employee Date

Manager Date

Appointing Authority Date


