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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
[bookmark: Text91]9 / 29 / 2026


This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check8]|_| New 		|X| Revised
	[bookmark: Check1]|X| Classified
|_| Unclassified
|_| Executive Service
[bookmark: Check4]|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Fiscal Analyst 2

	b.	Classification No:
	C1244
		c.	REPR Code:
	OAI

	d.	Position No:
	WD: 000000038268; PPDB: 9799206
	

	e.	Working Title:
	Fiscal Analyst

	f.		Agency No:
	44300
	

		g.	Section Title:
	CFO/COO--Finance and Administrative Operations

		h.	Employee Name:
	***

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

		j.	Supervisor Name:
	***

	k.	Position:
	[bookmark: Check34]|X| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check35]|X| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
|_| Professional
|_| Administrative
|_| Computer
	m.	Eligible for Overtime:
	[bookmark: Check47]|X| Yes
[bookmark: Check48]|_| No
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	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.
OHA values health equity, service excellence, integrity, leadership, partnership, innovation, and transparency. OHA’s health equity definition is “Oregon will have established a health system that creates health equity when all people can reach their full potential and well-being and are not disadvantaged by their race, ethnicity, language, disability, age, gender, gender identity, sexual orientation, social class, intersections among these communities or identities, or other socially determined circumstances. Achieving health equity requires the ongoing collaboration of all regions and sectors of the state, including tribal governments to address: the equitable distribution or redistribution of resources and power; and recognizing, reconciling, and rectifying historical and contemporary injustices.” OHA’s 10-year goal is to eliminate health inequities.

[bookmark: Text96]The Oregon State Hospital (OSH) Division is aligned with the Oregon Health Authority’s core values of partnership, service excellence, leadership, integrity, health equity, innovation, and transparency. In our practice, these values are expressed through:

Service Excellence:
· Understanding and responding to Oregon public health needs and the people we serve
· Pursuing our commitment to innovation and science-based best practices
· Fostering a culture of continuous improvement

Leadership:
· Building agency-wide and community-wide opportunities for collaboration
· Championing public health expertise and best practices
· Creating opportunities for individual development and leadership

Integrity:
· Working honestly and ethically in our obligation to fulfill our public health mission
· Ensuring responsible stewardship in public health resources

Health Equity:
· Eliminating health disparities and working to attain the highest level of health for all people
· Ensuring the quality, affordability, and accessibility of health services for all Oregonians
· Integrating social justice, social determinants of health, diversity, and community

Partnership:
· Working with partners and communities to protect and promote the health of all Oregonians
· Seeking, learning from, and respecting internal and external ideas and opinions
· Exploring and defining the roles and responsibility of public health staff and partners

Innovation:
· We are not satisfied with the status quo if there are new and better ways to meet the needs of the people we serve. We bring creativity, experience, and openness to our search for solutions to problems. We pursue opportunities to develop new evidence to evolve our practices.

Transparency: 
· We communicate honestly and openly, and our actions are upfront and visible. We provide open access to information and meaningful opportunities to provide input and participate in our decision-making.

Oregon State Hospital (OSH), overseen by the Oregon Health Authority, is a Joint Commission and Centers for Medicare and Medicaid Services (CMS) certified psychiatric hospital with campuses in Salem and Junction City. The division operates a 16-bed Secure Residential Treatment Facility (SRTF) in Pendleton. OSH is OHA’s largest division, employing more than 2,900 staff and serving over 1,800 people annually.

OSH provides evidence based, patient centered psychiatric treatment to a clinically complex population in a safe, therapeutic environment. Within this setting employees are expected to collaborate effectively, demonstrate empathy, and conduct themselves professionally while upholding the hospital’s recovery focused mission.

Every position supports OSH’s vision to inspire hope, promote safety, and support recovery for all.

Section/unit description:

Oregon State Hospital, a Joint Commission and CMS certified public psychiatric hospital, provides psychiatric hospital services and patient treatment services to persons committed by the Oregon courts as part of the state mental health system. The Oregon State Hospital is the largest division of OHA with nearly 3000 positions across hospital operations.

This position is a key part of Oregon State Hospital's Finance and Administrative Operations, reporting directly to the Director of Budget & Position Management. The Budget & Position Management department is responsible for planning, organizing, and overseeing all aspects of budget preparation and execution, and position management operations across the hospital system.

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:
[bookmark: _Hlk198031717]This position is a fiscal advisor to management at the Oregon State Hospital performing financial and policy analysis, contract analysis, position management analysis, fiscal reporting, budget reporting and organizational systems work. This position focuses on monitoring, controlling, analyzing, and forecasting projections for all of OSH which may include supplies, services, capital assets, and personnel services of approximately 3,000 positions. This position has the responsibility for making decisions that affect resource allocation, contracting actions, and hospital finance procedures. This position works with the senior fiscal analysts to identify the need for revision or addition of policies that guide financial and budgeting decisions. These policies include those related to compliance with federal regulatory agencies, ensure expenditures are appropriate under the Oregon Accounting Manual and legislative intent, and the development, execution, and management of the OSH budget.  
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	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.
Note:  If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.




	% of Time
	N/R/NC
	E/NE
	DUTIES

	80%
	R
	E
	Fiscal Analysis & Reporting: 
· Develop budget and fiscal reporting formats for assigned financial projections. 
· Develop and update methods for forecasting projections.
· Prepare and constantly update financial projections. 
· Coordinate with hospital managers and staff on operational matters to facilitate financial reporting strategies. 
· Develop special data extracts from data warehouse and mainframe programs, both for ongoing data needs, and to meet one-time analysis demands. 
· In collaboration with senior analysts, create and maintain systems that monitor the deviation between projected expenditures and actual expenditures as well as budgeted and actual staffing levels. 
· Develop analysis and explain changes in caseloads, costs and impacts of policy and management changes on projections.
· Research and determine causative factors in variances in projected expenditure trends. 
· Collaborate with auditors and accountants to develop agency fiscal control and compliance with generally accepted accounting practices and State budgeting and audit standards.
· Reconcile and update trackers and dashboards for expenditures, projections, bonded assets and human capital management data.
· Interpret and apply laws, rules, regulations, bargaining agreements, and fiscal policies and procedures to PS forecast.
· Analyze and prepare fiscal estimates staffing resource, supplies & services, capital and other related activities.
· Identify and incorporate all employee pay factors, for each employee (differentials, overtime, benefits) into financial projections to forecast cost.  
· Provide both short-term and long-term forecasts and analysis to critically identify the budget and program constraints and the efficiency and effectiveness of the hospital.
· Collect employee hire and termination data from human capital management systems to incorporate into monthly financial forecast.
· Collect and analyze other data that impacts fiscal operations such as employee timekeeping data, employee and contractor time study data, contract data, contingent worker data, utility data, market cost and adjustments data and others.

	20%
	R
	E
	Coordination of Fiscal Operations: 
· Evaluate effectiveness of projections and ensure adequate controls are in place to identify and correct budget and management problems.
· Identify and recommend changes to fiscal systems to improve expenditure and revenue practices.
· Interpret state and federal rules and regulations pertaining to hospital financial management and operations (including but not limited to Centers for Medicare and Medicaid Services policies and state legislation).
· In collaboration with senior analysts, prepare budget and financial decision packages, reduction options, workload measures and program narratives.
· Prepare pricings for new positions and human capital, supplies & services and capital needs.
· Propose policy alternatives and fiscal impacts as a mechanism to achieve project goals, consistent with the reporting requirements and agency policies.
· Monitor such plans and adjust plans as necessary to ensure achievement of agency mission within available resources. 
· Work with department managers to resolve budget and cost accounting issues.
· Prepare, process, track and reconcile bond draw requests and bond utilization.
· Recommend changes to eliminate future reconciliation problems stemming from systems, processes, policies or procedures.

	At all times
	
	E
	Cultural Competency and Diversity
· Consistently treats customers, patients, consumers, stakeholders, community partners, vendors, and colleagues with dignity and respect. Demonstrates recognition of the value of individual and cultural difference; creates a work environment that is respectful and accepting of diversity where talents, abilities and experiences are valued.
· Proactively creates and maintains an inclusive work environment for all staff, including those from diverse backgrounds.
· Models inclusive and equitable recruitment, onboarding promotion and management practices to support advancement of OHA Affirmative Action Plan goals.
· Demonstrates understanding, applying principles related to eliminating health inequity. Demonstration of effective delivery of culturally responsive, anti-racist, inclusive and trauma-informed services policies and practices, including evidence of ongoing development of personal cultural awareness and humility.
· Assures that service delivery is provided in a culturally and linguistically responsive manner; assures that printed materials are available in different languages as needed and/or in alternate format; bilingual services are available and facilities are accessible for all patients, their families and community members.
· Promote and foster a workplace free of discrimination and harassment.

	At all times
	
	
	Core Values
· Consistently treat customers, interested parties, partners, vendors, and co-workers with dignity and respect. Create and maintain a work environment that is respectful and accepting of diversity. Set clear guidelines and models expected office professional behaviors. Establish and maintain clear methods for reporting inappropriate actions.
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	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.
Professional management work week including occasional evening and weekend work required. Employee must have a valid driver's license and an acceptable driving record.  If not, employee must be able to provide an alternate method of transportation.

Work is performed in an open office environment with cubicles and audible distractions with independence and minimal supervision. The scope of responsibility for this position is extensive and requires juggling of multiple priorities and projects with short turn-around times on a daily basis. Work may be required outside normal hours, including evenings, weekends, and holidays.  This position is expected to maintain confidentiality regarding human resources and other sensitive matters. Instate travel may be required to attend meetings, conferences, and to make presentations.   

Work may also require long periods of sitting, and training delivery or rapid process improvement facilitation.  Work environment includes high level of electronic audio/visual/computer hardware equipment. Work requires communication with individuals and/or groups including management who may be unreceptive regarding budget control efforts. Employee must be able to complete work tasks under these types of conditions and in this type of environment.

This position may have options for hybrid remote work. 
 


Level 3 - Restricted

	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
Oregon Accounting Manual
Attorney General Model of Public Contract Rules Manual
Attorney General Model of Public Contract Rules 
Oregon Department of Justice -- Opinions and Advises
Generally Accepted Accounting Principles
Government Accounting Standards Board pronouncements
Department of Administrative Rules and Purchasing Guidelines
Oregon Health Authority Policy and Procedures
Joint Commission Certification Guidelines
US Department of Justice -- Opinions and Advises 
Oregon State Hospital Policies and Procedures
Accounting and Banking Services Manual
Collective Bargaining Agreements
Desk Procedures Manuals
Centers for Medicare & Medicaid Services Rules
Code of Federal Regulations
State bargaining agreements and personnel rules and policies
Lean methods and tools.
Process improvement and business change methods
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b.	How are these guidelines used?
Strong knowledge of laws, regulations, OHA and OSH policy and procedures is necessary to provide high level policy analysis and recommendation, and to respond to staff, patients and the public regarding matters that may be protected by HIPAA or pertain to hospital liability. These clearly define the operating parameters and the latitude which may be exercised by the employee in fulfilling his/her duties and provide the constraint within which the hospital must operate as a state agency.  Hospital certification is based on compliance with The Joint Commission requirement by all departments. 
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	SECTION 6. WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact? When applicable, please identify contacts that might be virtual/in-person, or both. 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	Who Contacted
	How
	Purpose
	How Often?

	Budget & Position Management Director
	In person & remote
	Assign work, review work
	Daily

	Budget & Position Management Team members
	In person & remote
	Coordinate and collaborate; Take direction from senior analysts as needed
	Daily

	Department directors
	In person & remote
	Provide and receive information regarding staffing
	As needed

	Shared Services PMU and Budget office
	In person & remote
	Request and receive information
	As needed

	CFO & Deputy CFO
	In person & remote
	Provide and receive information; receive guidance and direction; performance review and assessment
	As needed

	OHA budget team
	In person & remote
	Exchange information
	As needed




Level 3 - Restricted

	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions.
This position has the flexibility and independence to make decisions that affect resource allocation, contracting actions, and hospital finance procedures.  Decisions involving independent judgment and action are made daily to assure that the hospital's financial data and projections are accurately reported. This may involve providing direction to department directors on their budget and hiring practices and expenditure decisions. Ultimately ensuring that operations are consistent with legislative direction and all applicable statutes, rules, policies, regulations and grant and contract requirements.  

This position identifies the need for revision or addition of policies that guide the financial and budgeting decisions of the hospital. These policies include those related to compliance with federal regulatory agencies, ensure expenditures are appropriate under the Oregon Accounting Manual and legislative intent, and development, execution, and management of the OSH budget.  The decisions of this position will have direct and significant effect on both compliance and financial outcomes of OSH.

This position helps identify issues that have an impact on current and/or future budgets and develops strategies for mitigation or request of budget adjustments.  

This position carries the responsibility to accurately and fully interpret state and federal laws, regulations, and policies, including the Oregon Accounting Manual (OAM) and Generally Accepted Accounting Principles (GAAP).   
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	SECTION 8. REVIEW OF WORK

	Who reviews the work of the position?
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review

	Business Operations Manager 2
	000000053215
	In person / email / Teams / phone
	Daily, Weekly, quarterly (performance assessment)
	Provide guidance and direction. Receive information.
Accuracy of deliverables, provide direction, strategy alignment, performance evaluation
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	SECTION 9. OVERSIGHT FUNCTIONS	 (Supervisory positions only)

	a.
	How many employees are directly supervised by this position?
	[bookmark: Text109]     
	

	
	How many employees are supervised through a subordinate supervisor?






	[bookmark: Text110]     
	

	
	

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

	
	[bookmark: Check49]|X|  Plan work	|_|  Coordinates schedules
|_|  Assigns work	|_|  Hires and discharges
|_|  Approves work	|_|  Recommends hiring
|_|  Responds to grievances	|_|  Gives input for performance evaluations
|_|  Disciplines and rewards	|_|  Prepares and signs performance evaluations
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	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 Background Check and an Abuse/Neglect Check. Fingerprints may be required.
· Advanced proficiency with Microsoft software, especially Excel  
· Experience using business intelligence tools to provide actionable insights that support strategic decision making.   
· Knowledge of policy development, especially as it relates to fiscal matters and knowledge of both state and federal policy regarding healthcare administration.  
· Experience forecasting complex operational costs.  
· Proficiency in developing dashboards and presentation materials  
· Experience developing financial projections.   
· Experience using complex accounting systems.   

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 cursor at end of a row (outside table) and hit “Enter”.
	Operating Area
	Biennial Amount ($00,000.00)
	Fund Type
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	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.
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	SECTION 12. SIGNATURES

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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