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	STATE OF OREGON — Oregon Health Authority
POSITION DESCRIPTION


	Position Revised Date:

05/18/2016
This position is:

	Agency: Oregon Health Authority
Division: Oregon State Hospital
 FORMCHECKBOX 
 New  
 FORMCHECKBOX 
 Revised
	 FORMCHECKBOX 
 Classified
 FORMCHECKBOX 
 Unclassified
 FORMCHECKBOX 
 Executive Service

 FORMCHECKBOX 
 Mgmt Svc – Supervisory

 FORMCHECKBOX 
 Mgmt Svc – Managerial

 FORMCHECKBOX 
 Mgmt Svc - Confidential

	SECTION 1. POSITION INFORMATION

	
a.
Classification Title:
	Research Analyst 3
	
b.
Classification No:
	C1117

	
c.
Effective Date:
	05/18/2016
	
d.
Position No:
	1007610

	
e.
Working Title:
	Data Coordinator
	
f.
Agency No:
	44300

	
g.
Section Title:
	Data & Analysis
	
	

	
h.
Employee Name:
	Vacant
	

	
i.
Work Location (City – County):
	Salem – Marion

	
j.
Supervisor Name:
	Bob Harris

	
k.
Position:
	 FORMCHECKBOX 
 Permanent
 FORMCHECKBOX 
 Seasonal
 FORMCHECKBOX 
 Limited Duration
 FORMCHECKBOX 
 Academic Year

 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time
 FORMCHECKBOX 
 Intermittent
 FORMCHECKBOX 
 Job Share

	
l.
FLSA:
	 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-Exempt
	If Exempt:
	 FORMCHECKBOX 
 Executive

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Administrative
	m.
Eligible for Overtime:
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 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.

Oregon Health Authority (OHA) is the organization at the forefront of lowering and containing costs, improving quality, and increasing access to health care in order to improve the lifelong health of Oregonians. OHA is responsible for most state health services and for implementing the health care reforms in House Bill 2009. OHA is overseen by the nine-member citizen Oregon Health Policy Board working toward comprehensive health and health care reform in our state.
 

The OHA mission is helping people and communities achieve optimum physical, mental and social well-being through partnership, prevention and access to quality, affordable health care. OHA's work is organized into three broad goals: Improve the lifelong health of all Oregonians, increase the quality, reliability and availability of care for all Oregonians and lower or contain the cost of care so it is affordable to everyone. 

Oregon State Hospital (OSH) provides psychiatric evaluation, diagnosis, and treatment for mentally and emotionally ill adults from throughout the State.  The hospital is organized into clinical specialty programs serving statewide needs and providing evaluation and treatment services.
OHA values service excellence, leadership, integrity, health equity and partnership. 

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:
Is to support the department and hospital's need for valid, quality data presented in useful and understandable formats. This support is provided through seven primary service areas:

1) Managing hospital data, including: data cleaning and upkeep of data repositories 
2) Developing regular reports, including: monthly trends analysis reports for committees and other stakeholders and reports as requested by the OSH Advisory Board
3) Providing data reporting expertise and support to committees and stakeholders by serving on, or attending, committee/department meetings on an as needed basis

4) Managing and submitting hospital data to external reporting agencies such as the National Association of State Mental Health Program Directors Research Institute (NRI) and the Western Psychiatric State Hospital Association (WPSHA)
5) Answering internal data requests from all levels of the hospital including leadership and external requests from legislative or media sources
6) Supporting the OSH Performance System by providing data to the Performance Analyst for use in monthly and quarterly scorecards
7) Supporting the data governance and information management processes through program support, data quality assessments, coordinating with data stewards
	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”.

	20%
	NC
	E
	Manage hospital data
· Complete data cleaning, data validation and quality control processes

· Maintain data repositories 

	20%
	NC
	E
	Develop reports
· Draft data reports per development schedule, including monthly and quarterly reports to hospital committees, bi-monthly Advisory Board reporting

· Route reports to committees for the Actions/Drivers

	10%
	NC
	E
	Support committees/stakeholders

· Serve on, or attend, committees and work groups, as needed 
· Work with committees and stakeholders to make sure their regular data reporting needs are met

	20%
	NC
	E
	Manage/submit hospital data to external agencies
· Manage and coordinate efforts to meet external agency guidelines and timelines for hospital data submissions
· Keep the hospital up-to-date with changes to submission requirements

	10%
	NC
	E
	 Answer data requests

· Provide intake for requests from various customers

· Complete requests within expected timeframes

· Provide accurate results and quality customer service

	10%
	NC
	E
	Support the OSH Performance System

· Work with the Performance Analyst to make sure accurate data is provided in a timely manner for use in monthly and quarterly scorecards

	5%
	NC
	E
	Support data governance and information management processes

· Serve as a member of the Information Management Cross Functional work Team 

· Provide program support including maintaining program documentation

· Complete data quality assessments

· Coordinate and maintain data steward relationships

	5%
	NC
	NE
	Complete other duties as assigned.

	Ongoing
	NC
	E
	CULTURAL COMPETENCY AND DIVERSITY:

1. Consistently treats consumers and co-workers with dignity and respect.

2. Demonstrates recognition and appreciation of the value of individual and cultural differences.

3. Assures that service delivery is provided in a culturally competent way; assures that printed materials are available in different languages as needed and/or in alternate format; bilingual services available and facilities are accessible for all consumers.

4. Understands how to access OSH Cultural Diversity Manager with questions or practical assistance with service delivery.

	Ongoing
	NC
	E
	CORE VALUES:
As an employee of Oregon State Hospital, demonstrates awareness, understanding and alignment in service delivery with the DHS Core Values of Integrity, Stewardship, Responsibility, Respect and Professionalism.


	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.

Incumbent is determined to be a mandatory reporter at the OSH.  This position is designed to work 40 hours per week during normal business hours (Monday through Friday 8:00am to 5:00pm). Schedule flexibility can be negotiated with emphasis on the business needs of the position.  Work is performed in an open landscape environment and includes: extensive use of the computer, telephone, and other technologies; participation in meetings with co-workers and stakeholders; and emphasis on Lean methodologies.  The nature of work within Data & Analysis is subject to fluctuating workloads and priorities in dealing with highly complex, sensitive and/or political issues.  Occasional contact with angry or confused employees, patients, other agency representatives, and members of the public is possible.  Incidental local and in-state travel may be required.

	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 Revised Statutes; Oregon Administrative Rules; OSH Policy and Procedure Manual, DHS Policies, Federal Regulations: other federal laws and regulations; The Joint Commission for Accreditation of Health Care Organization standards.
b.
How are these guidelines used?

These guidelines are used to assure hospital compliance to obtain continued funding and to maintain a high level of patient care and as a reference source for all hospital staff.

	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”.

	Dir, Data and Analysis
	Phone/In person
	Supervision
	Daily

	Data & Analysis Staff
	Phone/In Person
	Team lead/Consult
	Daily

	Director, Quality Management
	Phone/In Person
	Inform/Consult
	As Needed

	OSH Staff
	Phone/ In person
	Inform/Consult/Liaison Duties
	As Needed

	Superintendent
	Phone/In person
	Inform/Consult
	As Needed

	Deputy Superintendent
	Phone/In person
	Inform/Consult
	As Needed


	SECTION 7. POSITION-RELATED DECISION MAKING


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

This position will participate as part of a team in the decision making regarding report writing, the report writing process, when and how to communicate with end-users and technology stakeholders, etc. The effect of decisions or the lack thereof may impact patients and staff at OSH both positively and negatively.  These effects may include, but are not limited to, treatment, safety and care of patients, recidivism, operational efficiencies, adoption of best practices from other institutions, and other similar outcomes.




	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”

	Dir, Data and Analysis
	
	In Person or written reports
	Daily/Weekly
	Supervision

	Deputy Superintendent
	
	In Person or written reports
	As required 
	

	Superintendent
	
	In Person or written reports
	As required
	


	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	0
	

	
	How many employees are supervised through a subordinate supervisor?
	0
	

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

	
	 FORMCHECKBOX 
 Plan work
 FORMCHECKBOX 
 Coordinates schedules

 FORMCHECKBOX 
 Assigns work
 FORMCHECKBOX 
 Hires and discharges

 FORMCHECKBOX 
 Approves work
 FORMCHECKBOX 
 Recommends hiring

 FORMCHECKBOX 
 Responds to grievances
 FORMCHECKBOX 
 Gives input for performance evaluations

 FORMCHECKBOX 
 Disciplines and rewards
 FORMCHECKBOX 
 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.

All positions in OHA require a criminal records check.

Incumbent must have a valid driver’s license or alternate approved method of transportation.

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


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

	Operating Area
	Biennial Amount ($00000.00)
	Fund Type

	
	
	

	
	
	

	
	
	


	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
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