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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

     
This position is:

	Agency: 
Oregon Health Authority
Division: 
Office of Equity and 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:
	C0861
	
c.
Effective Date:
	10/1/2021

	d.
Position No:
	1013966
	

	e.
Working Title:
	Regional Health Equity Coalition Coordinator

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Office of Equity and Inclusion

	
h.
Employee Name:
	     

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

	
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.

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. 

OHA values service excellence, leadership, integrity, health equity and partnership.
Essential to the OHA’s vision of an Oregon where everyone has the opportunity to be healthy is community engagement and leveraging a community’s power to understand and address health concerns on a local level. People’s life opportunities are affected by where they live. Oregon outpaces the nation with rapid growth in ethnic, racial, and cultural diversity, and thus it is even more critical to build broad public commitment and engagement when working on issues of equity. Thus a regional approach is necessary to assess their impact. The OHA’s mission is to help people and communities achieve optimum physical, mental and social well-being through coordination, prevention and access to quality, affordable health care. These goals will not be achieved if diverse communities are not engaged at a local level to actively participate in policy development and implementation. This program focuses on community engagement and coalition building among diverse communities as a means to improve their capacity to support advancing policies and system change efforts that promote health equity and address the social determinants of health.
Regional Health Equity Coalitions (RHECs) are collaborative, community-driven, cross-sector groups organized regionally across the state to identify policy, system, and environmental solutions that increase health equity for underserved and underrepresented communities experiencing health disparities. Coalitions build on the inherent strengths of their communities and utilize a policy, systems and environment (PSE) framework to craft and implement sustainable, long-term solutions to eliminate health inequities and address the social determinants of health. The RHEC model supports regional, community-driven, culturally-specific, cross-sectoral strategies aimed at reducing local health disparities and promoting equity. RHECs specifically focus work in the areas of meaningful community engagement, strengthening coalitions’ organizational capacity, creating social norm and environment change, and working on systems and policy change efforts.     


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:
The primary purpose of this position is to build community and organizational capacity to address health equity through developing and coordinating funding partnerships between OEI and partner organizations. The Regional Health Equity Coalition (RHEC) Coordinator’s role is to coordinate all aspects of the RHEC program, providing communications and logistical support directly to RHECs, monitoring contract deliverables, assuring compliance with contracts and other support contracts, and collecting and reviewing site visit data and writing reports on progress and activities.
	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


	15
	R
	E
	Support RHEC Program

· Develop program guidelines and ensure these are reflected in annual work plans that guide external community partners and their member organizations. 

· Seek, share and facilitate opportunities to increase funding for RHECs for fund development. 

· Recommend system changes and enhancements to maximize RHEC program performance. 

· Collaborate with and coordinate efforts with other OHA partners. 

· Recommend RHEC policy or program changes based on results of research. 

· Draft proposals to expand the RHEC program, including fund development. 

· Draft Policy Option Package proposals to support the fiscal sustainability of the program through fund development within OHA. 

	20
	R
	E
	Community Engagement, Communications and Resource Support for RHECs

· Develop or collaborate with information experts to design and create program reports, educational and marketing materials, brochures and media.

· Facilitate connections to local/regional health equity subject matter experts to support RHEC capacity. 

· Identify and resolve barriers to assure full and meaningful representation of diverse participation in RHEC activities. 

· Offer ongoing opportunities to communicate through multiple formats, to foster and maintain relationships.

· Attend community events, meetings, presentations and conferences to foster and maintain relationships and to show/provide support for community work.

	25
	NC
	E
	Meeting Logistics

· Organize and arrange program related meetings, webinars, and conferences
· Coordinate RHEC presentations at various stakeholder meetings or through training sessions

	15
	R
	E
	Evaluation and Reporting

· Develop, consult and implement program evaluation to assess and improve program outcomes and operations. 

· Collect program evaluation data and implement recommended actions based on findings through site visits and other means. 

· Create and maintain databases of program information. 

· Track, record and compile information to produce reports of program activity. 

· Review and monitor the work of the RHECs to assure compliance to program guidelines and recommend improvements. 

· Prepare reports as necessary 

	20
	R
	E
	Contract Administration and Fiscal Tracking

· Develop language for contracts, grant agreements, intergovernmental agreements, and other types of procurement as necessary to support the RHEC program.

· Work closely with the Office of Contracts and Procurement to ensure compliance to procurement code and state contracting standards. 

· Administer contracts, grant agreements, intergovernmental agreements, and other types of procurement through tracking and monitoring to ensure accountability and compliance to agreements. 

· Create, submit and track invoices for disbursements.

· Maintain records and monitor contract project schedules, deliverables, accomplishments, and expenditures for contractors and the RHEC program.



	5
	N
	NE
	OEI Legislative Team 

· Participate in required trainings and meetings related to OEI’s Legislative Team.

· Review, track and analyze legislative bills to mitigate unintended consequences that negatively impact equity.

· Make recommendations to strengthen equity considerations throughout bill language. 




	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. 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:
Harrassment-Free Workplace Policy, Reasonable Accommodation Policy and Procedures, Non-Discrimination Policy, Diversity Strategic Plan, OHA/DHA 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, OHA Policies/Procedures, equity policy review tools, organizational development processes, adult learning processes.
b.
How are these guidelines used?

Guidelines are used as guidance for supervisory issues, personnel and contractor performance review, addressing 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 managers
	Attending meetings, email, individual meetings
	Convene, develop plans, make program recommendations, provide technical assistance, and obtain/share information
	Occasionally 

	Legislators, legislative staff, legislative committees
	Attending meetings, email, individual meetings
	Share data and research, advise, provide updates, and obtain information.
	As needed

	RHECs
	Attending meetings, email, phone calls, individual meetings
	Convene, develop plans, provide support, provide training and technical assistance, and obtain information.
	Daily

	Contractors related to RHEC work
	Attending meetings, email, trainings, individual meetings
	Convene, develop plans and monitor deliverables.
	As needed 

	OHA Staff
	Attend meetings, email, individual meetings
	Share program background information and model. Make program recommendations, provide technical assistance, and obtain/share information
	As needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position makes most operational/process decisions to guide how the program functions day-to-day. Recommendations regarding high-level programmatic decisions relating to contract guidelines are proposed to manager for approval. After approval, this position proceeds with considerable independence and functions in all aspects of the assignment within the limits of acceptable practices and administrative policy.  
	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


	PEM F
	0000186
	Face to face supervisory meetings, phone, email
	Weekly/Monthly/as needed
	Review work, monitor performance, provide technical assistance and coaching

	PEM G
	1004132
	Face to face, phone, email
	As needed
	Informational, consultation, advisory. 


	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. 

All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.
Degree in Public Health, Human Services, Social Work, Behavioral or Social Sciences, Organizational Development or Public Administration, and/or coursework, training, and/or program development focused on social justice, diversity development and includion, dismantling institutional privilege, social determinants of health and equity, community organizing, and policy development preferred.
Demonstrated experience providing technical assistance to contractors or grantees

Demonstrated experience monitoring contracts and grants, including developing statements or work, drafting Requests for Proposals and resulting agreements
Demonstrated experience managing program budgets, and developing programmatic budget reports

Experience writing program and grant reports

Experience developing plans based on the needs of program recipients and providing technical assistance on changes or improvements to program objectives, redirect program service in more productive areas, develop reporting systems
Experience implementing, monitoring and evaluating programs that promote health equity and reduce racial and ethnic health disparities.

Demonstrated ability to work with culturally and linguistically diverse community members, colleagues and other stakeholders. 

Demonstrated ability to create and maintain a work environment that is respectful and accepting of numerous dimensions of diversity. 
Demonstrated ability to problem-solve and facilitate conflict resolution.

Demonstrated experience developing programs that support equitable grantmaking and contracting.

Must be able to travel Requires valid driver’s license or other acceptable 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 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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