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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

8/20/2020
This position is:

	Agency: 
Oregon Health Authority
Division: 
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:
	Operations & Policy Analyst 3 

	b.
Classification No:
	OAH C0872
	
c.
Effective Date:
	

	d.
Position No:
	
	

	e.
Working Title:
	Healthier Oregon Program (HOP) Equity and Engagement Training Coordinator

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Equity Unit – Equity and Inclusion Division

	
h.
Employee Name:
	

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

	
j.
Supervisor Name:
	Maria Castro

	
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 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.
This position works under the direction of the Equity and Inclusion Division. 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 Inclusion Division is also a highly collaborative division of OHA , receiving significant direction from and providing accountability to people with lived experience and community. Healthier Oregon Program (HOP) is a  significant program for the State that requires extensive collaboration and communication with OHA leadership and staff , communities most affected by inequities, community advocates, Coordinated Care Organizations, Community Health Centers, and  other major stakeholders from other service systems.  
In addition, this position will work primarily with Health Policy and Analytics, Health Systems and External Relations (Community Partner Outreach Program (CPOP) Divisions, with other OHA Divisions, other State Agencies such Oregon Department of Human Services (ODHS), the Governor’s Office, and other key external stakeholders including but not limited to culture specific community-based organizations, advocacy organizations, Regional Health Equity Coalitions (RHECs), Coordinated Care Organizations (CCOs), local public health authorities and community health centers
This position is utilized to facilitate  the implementation of Healthier Oregon Program by providing training and technical assistance to program stakeholders to ensure the program is centered in equity and meaningful community engagement. This position will provide technical assistance and training to ensure internal and external partners implement the program with fidelity.  This position will be responsible for identifying areas where  knowledge gaps around HOP, equity, inclusion, community engagement exist and improve them using training and education plans that are culturally and linguistically appropriate. Directing implementation of training and technical assistance projects  and plans and comprehensive research to identify project/plan scope and resources. This would include Training and Technical Assistance  program  management monitoring activities to understand the statement of work, the quality of program deliverables as they relate to HOP training and technical assistance, recommend strategies to mitigate risks and report out to executive leadership on the progress of the program from a training and technical assistance perspective. This position will also be responsible for working with  internal and external partners and stakeholders.     

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 purpose of this position, in addition to operations and program analysis, is to provide internal and external HOP training and technical assistance solutions, subject matter consultations around equity, inclusion, anti-racism and community outreach and engagement, oversight on training and technical assistance contracting and contractors that will be working in support of HOP and program  training needs. This position will also perform review and analysis of community engagement and equity/inclusion/anti-racism training and technical assistance plans to ensure program internal and external partners training and technical assistance needs are met.  This position will work closely with healthcare and health service delivery leaders to implement training and technical assistance plans. This position provides the program with equity/community engagement and anti-racist policy development and implementation expertise to ensure OHA divisions coordinating HOP are aligned with OHA strategic goal of eliminating health inequities by 2030. This position will analyze and coordinate key program areas and operational processes, evaluate efforts from an equity centered perspective and propose recommendations for strategic changes to ensure alignment with OHA strategic goal and program objectives.  
	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


	At All Times
	NC
	E
	Consistently treat customers, stakeholders, 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 model expected workplace professional behaviors. Establish and maintain clear methods for reporting inappropriate actions. 

	30%
	R
	NE
	Organizational Process Improvement and Change Management:
· Identify and evaluate operational impacts of proposed system, organizational and process changes based on HOP goals and objectives and translate them to training and technical assistance plans to internal and external partners. 
· Analyze and Identify gaps between projected plans and needs to achieve desired outcomes. 
· Work with program team to conceptualize and implement the necessary training and technical assistance plans to ensure successful program  implementation.   
· Provide training and technical assistance guidance and recommendations to internal and external stakeholders during HOP program development and implementation to assure program objectives are achieved. 

· Drive process improvement through seeking out and identifying opportunities, process definition and system alignment as they relate to equity/inclusion/community engagement/anti-racism  and HOP goals. 
· Facilitate and perform root cause analysis as part of the process to implementing new or updated initiatives. 
· Conduct gap analyses to identify areas of training and technical assistance needs. 
· Assess change impact and perform the necessary training implementation planning to execute HOP and policy initiatives  into operation. 

	30%
	N
	E
	Training and Technical Assistance Program Design and Implementation 
Work related to this position includes, but is not limited to the following:
· Leads internal and external capacity-building efforts to disseminate learning, skills, and tools for operationalizing equity and achieve organizational strategic goal of eliminating health inequities by 2030.
· Creates a sustainable Equity and Community Engagement Training and Technical Assistance Plan to facilitate the implementation of HOP and where internal and external stakeholders can learn basic concepts, definitions, tools, and strategies for addressing equity and systems change in addition to HOP areas of focus.

· Provides oversight and guidance to HOP training/technical assistance vendors regarding the HOP Equity and Community Engagement Training Program.
· Management of all day-to-day HOP related training and technical assistance activities(internal and external) including coordination of events, communication with training attendees, management of training records, etc.

· Designs and implements evaluative methods and tools to measure training and technical assistance program success and effectiveness. Draws upon evaluative information to improve the program.



	25%
	NC
	E
	Project Management :

· Plan and monitor training and technical assistance projects utilizing project management concepts and principles.

· Develop and coordinate training and technical assistance projects tasks including business requirements development, training, communication, testing, implementation, and post implementation support.

· Plan and organize the necessary resources to bring about the successful completion of specific training and technical assistance related project/program goals and objectives



	10%
	NC
	E
	Community and Stakeholder Communication:  

· Lead and/participate in the development of Communication Plans for communicating program or process changes to a wide group of internal and external customers and stakeholders with different cultural and linguistic needs. 
· Determine the appropriate elicitation method (interview, focus group, survey, workshop, etc.) to gain the desired information and approach.     

· Communicate and translate both verbally and written, with particular emphasis on the production of clear and plain language reports.    

· Build and maintain strong relationships with internal and external stakeholders.
· Represent OEI on HOP Implementation Planning initiatives communicating at multiple levels with various groups to provide the best solutions for internal and external customers.  
· Hears and learns directly from individuals, communities, advocates, and organizations who engage with OHA and HOP work

· May serve as OHA’s representative regarding the  mission, goals, and objectives of HOP and OHA plans to eliminate health inequities by 2030.

· Serve as a HOP Equity and Community Outreach and Engagement technical advisor to HOP partners such as culturally specific community-based organizations, local public health authorities, providers, and stakeholders
· Participates in community meetings or listening sessions and ensures that people with lived experience and communities who have been disproportionately impacted by health inequities have meaningful opportunity to direct HOP training foundations, processes and determine outcome measures.



	5%
	NC
	E
	Other duties as assigned


	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.
This position has a professional work week and may require work on evenings or weekends to meet community needs. Contact with internal and external partners may require collaborative or creative solutions to problems in the implementation of the program. 

This position engages with, connects and it is visible to agency and department staff, to advocates, local and statewide culturally diverse community groups, contractors and to interagency professionals as it relates to Equity, Community Engagement and HOP work. 

This position requires the ability to navigate in a stressful environment, such as meeting workload needs with short turnaround, limited staff and budget resources, conflicting priorities,, and contact with the public, community advocates, partners, and other state agencies.  Must be able to exercise respectful public relations  and cross-cultural communication practices.
Work can be remote or within open space office configuration.  Work products can be highly visible and of significant interest to multiple stakeholders. Public speaking to large and small audiences will 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:
Harassment-Free Workplace Policy, Reasonable Accommodation Policy and Procedures, Non-Discrimination Policy, Diversity Strategic Plan, OHA 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, organizational development processes, adult learning process, Administrative Rules and Provider Guides for Medical Assistance Program, State Medicaid Manual, OHA  and DMAP Policy & Procedures, Medicaid and CHIP State Plans, 1115 Demonstration Waiver for the Oregon Health Plan and related terms and conditions.
b.
How are these guidelines used?

The guidelines above describe Federal and State laws, regulations, policies, and procedures for managing
rule filing, written policy, publications, training, and liaison activities which must be consistent with program intent. The guidelines are also used as instructions to carry out the functions of this job and others are background to understand policy in system and performance management.  

	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 Staff
	Telephone, In Person, In Writing
	Interpretation of policies and manuals, technical assistance,
Work collaboratively to help achieve targeted outcomes

Clarify regulations 
	Daily

	External partners (Coordinated Care Organizations, Community Based Organizations, Community Health Centers, Advocacy Programs?
	Telephone, In Person, In Writing
	Coordinate program and project activities
	Frequently

	Consultants
	Telephone, In Person, In Writing
	Work collaboratively to help achieve targeted outcomes
	Frequently

	OHA Senior Leadership
	Telephone, In Person, In Writing
	Recommend changes to help achieve organizational objectives.

Coordinate intra- and inter-organizational relationships.

Coordinate and track project activities 
	Monthly


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
· Identify training haps to initiative workplans aim to mitigate training and technical assistance needs internally and externally to OHA. 

· Recommend training and technical assistance strategies to address HOP needs and develops works plans. 

· Determines effective training, technical assistance goals and strategies. 
	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


	Health Equity Innovation and  Implementation Manager
	
	Verbally, meeting, email
	Daily/Weekly/ Monthly
	Discuss projects, timelines, daily issues, workload, process improvement ideas and provide feedback


	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.
All positions in OHA require a criminal background check. Fingerprints may be required. 

In addition to knowledge and skills in this classification, the following knowledge and skills are essential in this position:

Ability to apply knowledge of Oregon Medicaid and HOP program and policies to integrate training and technical assistance processes initiatives. 
Ability to create detailed training and technical assistance work plans using a variety of project management and process improvement methods.

Knowledge and expertise in system/organizational development. 

Knowledge, skill and ability to research a topic and prepare reports and responses to queries related to the topic.  
The person in this position will need to perform duties of the position with little oversight  and supervision. 
	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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