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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

10/01/2021
This position is:

	Agency: 
Oregon Health Authority
Division: 
Office of Equity & Inclusion
 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:
	Program Analyst 3

	b.
Classification No:
	C0862
	
c.
Effective Date:
	12/01/2021

	d.
Position No:
	1013965
	

	e.
Working Title:
	DELTA Program Coordinator

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Equity, Policy and Community Engagement, Equity and Inclusion Division

	
h.
Employee Name:
	

	
i.
Work Location (City — County):
	Portland - Multnomah

	
j.
Supervisor Name:
	Shelley Das

	
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.
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.
The Equity and Inclusion 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

· Pursing 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 stakeholders and communities to protect and promote the health of all Oregonians

· Seeking, listening to, 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.
The Office of Equity and Inclusion (OEI), a division of OHA, works with diverse communities to eliminate health gaps and promote optimal health in Oregon. By connecting people, policy and programs, we can make substantial, measurable progress in improving the health of all Oregonians. The division is organized into three units: 

(1)
Diversity, Inclusion, Training and Civil Rights (including civil rights processes for employees – (internal) and the public (external) and affirmative action/EEO);

(2)
Health Equity, Policy and Community Engagement (including Developing Equity Leadership through Training and Action (DELTA), Regional Health Equity Coalitions (RHEC), Cultural Competence Continuing Education (CCCE), Traditional Health Worker Program (THW), and Healthcare Interpreter Program (HCI); and 
(3)
Business Support (including equity research, analytics and REALD).  
The Equity and Policy Unit resides within the Office Equity and Inclusion (OEI), a division of the Oregon Health Authority. Working from an anti-racism framework as the foundation, this unit develops, implements, coordinates, monitors and evaluates strategies to promote and advance health equity.  These strategies include efforts to identify policy, programs, system, and environmental solutions that are community-centered, community-led and community-driven. To that end, the work of the unit is highly collaborative, receiving significant direction from and providing accountability to people with lived experience and communities harmed by historical and contemporary injustices. The equity programs and initiatives, some of which are legislatively mandated, require extensive collaboration and communication across communities, OHA divisions, the Governor’s Office, Legislators, the Coordinated Care Organizations (CCOs), other states and federal partners. 
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:
Coordinate all aspects of the “Developing Equity Leadership Through Training and Action (DELTA)” Program.   The DELTA Program is a monthly statewide, comprehensive health equity and inclusion leadership program that provides training, networking, technical assistance, and project/policy implementation support to key health, community and policy leaders.  The DELTA Program Coordinator is responsible for the design, planning, operations, implementation, logistics, archiving, recruitment, evaluation, and all other aspects of the program.
	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


	50%
	R
	E
	Program development
· Establish program guidelines for both regular and special focus training cohorts, operations, curriculum, and structure

· Coordinate the delivery of training by establishing training schedule and logistics, identifying and securing presenters, ensuring the successful delivery of training

· Attend, moderate and provide staff support at each training session

· Evaluate and recommend program priorities and strategies to achieve state program and health equity goals or to meet funding requirements

· Determine program and direction for current and future cohort

· Solve operational problems and develop options to improve operations
· Design DELTA delivery processes and procedures for expanding program

· Develop incentives to encourage DELTA program participation

· Recommend legislative concepts to expand or revise program operations

· Research and identify program-related grant funding and develop proposals

· Conduct a targeted, statewide outreach and recruitment plan for training participants, using internal channels and external partnerships to ensure cross-sector representation

· Develop an outreach plan for potential funding partners

· Work with Training Coordinator, Community Engagement Coordinator and other relevant OHA/OEI staff for content and strategy expertise

· Create and sustain DELTA Alumni network (i.e. newsletters, networking opportunities, supplemental sessions, surveys)

· Review literature, reports, data, and pre-existing equity leadership programs to develop knowledge about both health equity and effective strategies to develop leadership skills through training and experimental learning

· Travel and present DELTA program information to partners and stakeholders at various meetings, events and conferences

· Host DELTA informational sessions for the public at various locations
· Meet individually with interested parties (in-person or via phone)

· Create and maintain database of recruitment information

· Work with DHS/OHA Shared Services, Publications and Design and other sections/divisions, as required

· Assist with providing OEI technical assistance to DELTA cohort member for a health equity-related project(s) or initiative(s) in their organization
· Conduct a resource acquisition process, including researching potential funding sources, reviewing funding guidelines, developing a resource acquisition timeline, and creating a template for grant proposals

· Participate in OEI meetings and committees to provide information and updates for the DELTA Program (i.e. Coordinated Care Organization, legislative meetings, etc.)



	30%
	R
	E
	Program administration
· Respond in writing to requests for information and report on program and its progress
· Coordinate travel and transportation logistics for DELTA program

· Coordinate budget, reimbursement and finance mechanisms in consultation with manager and fiscal analysts

· Assist program recipients in developing project accountability

· Identify potential and on-going access to barriers to program participation

· Identify and secure presenters, ensuring the successful delivery of training and administration of baseline and process tools

· Create and disseminate communications and marketing materials (i.e. one-pagers, FAQs, PowerPoint presentations, webinars, quarterly newsletters, values-based proposals), including alternative ways to inform through written, oral and visual media

· Coordinate and provide resources for technical assistance

· Plan and coordinate logistics for individual trainings (i.e. secure venue, catering, room set-up, process invoices, etc.)

· Create, review and disseminate DELTA application
· Recruit and organize review committee for annual DELTA application process

· Maintain ongoing communication with DELTA participants (phone, email or in-person)

· Plan logistics of DELTA graduation

· Coordinate and support a DELTA Advisory Committee

	10%
	R
	E
	Program Evaluation:
· Evaluate all aspects of program and adapt as needed to improve program delivery
· Develop a plan for evaluation, which includes evaluation methodology/approach; evaluation process, types of data, competency indicators; utilize evaluation strategies that examine program objectives, outcomes and activities; collect qualitative data to provide valid assessment of the project’s success; solicit subject matter experts and contracts, as needd

	5%
	R
	E
	Build Collaborative Partnerships:
· Develop and maintain relationships with state agency staff, community-based organizations, health systems, subject matter expertise trainers, consultants, and other stakeholders in order to recruit, foster collaboration, and develop strategies pre- and post-participation in the DELTA Program

· Work closely with DELTA participants and internal/external consultants and trainers to support activities outside of DELTA sessions through various modes (i.e. Groupsite, em-mail, phone inquiries, etc.)

	5%
	R
	NE
	Additional OHA/OEI responsibilities:
· Track related legislative bills

· Respond in writing to requests for information and reports


	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.
Typical office environment.  Sometimes outside the office for training delivery, program recruitment and evaluation activities.  Occasional overnight travel is required, with occasional nontraditional work hours.
	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:
Harassment-free workplace policy, reasonable accommodation policy and procedures, non-discrimination policy, diversity strategic plan, OHS Standards & Guidelines for Cultural Competency and Gender Specific Services.  State and Federal laws and regulations, Oregon Administrative Rules, Oregon Revised Statutes, Department of Administrative Services/Human Resources Division’s rules and policies/procedures, Collective Bargaining Agreements, EEO, Affirmative Action guidelines, ADA law, OHS policies/procedures, organizational development processes, adult learning process.

b.
How are these guidelines used?

Used as guidance for hiring, staff support and performance monitoring, and to address issues or complaints.

	SECTION 6. WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact? 
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?


	OHA Program staff
	Attending group meetings, email, individual meetings, phone calls
	Convene, request program participation, inform on program activities 
	Monthly, as needed

	DELTA Program participants
	Attending training sessions, email, individual meetings, phone calls
	Convene, develop plans, provide support and updates, provide training and technical assistance, and obtain information or evaluation
	Daily or weekly, as needed

	DELTA Advisory Committee
	Attending and facilitating meetings, email, phone calls
	Convene, provide program updates and seek guidance
	Quarterly

	Trainers/Consultants
	Meetings, email, phone calls
	Contract development, curriculum design, preparation activities for training sessions
	Daily or weekly, as needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Engages with, connects and advises managers and culturally diverse community members on wide scope of equity and inclusion training development options.  Develops training plans, prioritizes work and develops program.  Develops agendas and reports for program management.  Provides assistance, equity and disparity resources to OHA members, coworkers, program participants, and Committee members.
The effect of these decisions will include;  OHA improves efforts to eliminate disparities in program outcomes and helps OHA staff fulfil its mission; establishment of short/long-range strategies and goals which impact organization development efforts and service delivery.

	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


	Principal Executive Manager F
	0000186
	Develops and monitors annual workplans with measurable objectives, reviews produced materials, provides guidance and input on proposed activities, identifies training and leadership development opportunities.
	Bi-weekly check ins, annual performance reviews, and on an as needed basis
	Suprvisory


	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 and 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. 

· Master’s in social science or related to social science
· Demonstrated experience developing and coordinating training programs focused on social justice, social determinants of health and equity, diversity and inclusion, and community organizing

· Background with developing, implementing, monitoring, and evaluating programs and policies that promote equity and inclusion and reduce racial and ethnic disparities
· Demonstrated experience engaging and working with culturally diverse communities and leaders, diverse internal and external teams, and stakeholders
· Demonstrated experience providing technical assistance to state and community-based programs on strategies and initiatives that promote equity and reduce racial and ethnic disparities
All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.
     

	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


	
	
	


	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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