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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
[bookmark: Text91]3 / 13 / 2026


This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check7][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:
	Administrative Specialist 2

	b.	Classification No:
	C0108
		c.	REPR Code:
	OAI

	d.	Position No:
	WD: ************; PPDB: *******
	

	e.	Working Title:
	Budget & Position Management Coordinator 

	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
· 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 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:

Finance and Administrative Operations, Budget and Position Management, of the Oregon State Hospital. 

The Oregon State Hospital (OSH) is a part of the Oregon Health Authority. Oregon State Hospital is a Joint Commission-accredited and CMS-certified public psychiatric hospital providing services on two campuses to persons committed by the Oregon courts as part of the state mental health system.

OSH Vision: We are a psychiatric hospital that inspires hope, promotes safety and supports recovery for all.

OSH Mission: to provide therapeutic, evidence-based, culturally and linguistically appropriate, and patient-centered treatment focusing on recovery and community reintegration, all in a safe environment.

OSH is led by a Superintendent and Executive Team. Leadership and oversight of administrative, finance and operations are provided by the Finance and Operations Leadership Team, led by the Chief Financial Officer/COO and comprised of the deputy CFO/COO, Facility and Support Operations Director, Quality Management Director, Occupational Health and Safety Director, Business Services Director, Technology Services Director, and Security Director.   

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:
Manage the procedures, processes, reports and other functions of the Budget & Position Management team. This is done through the creation and management complex procedures, audits, reports and other administrative work that support and inform hospital fiscal, position management and contract functions. The incumbent is responsible to ensure accuracy and consistency of information within Budget & Position Management files, reports, processes, procedures, desk manuals, datasets, and systems including Workday, CPD, contract trackers, and fiscal documents. 



[bookmark: _Hlk115793306]	Page 1 of 5	OHA 0105 (03/26), recycle priorLevel 3 - Restricted

Level 3 - Restricted

	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

	70%
	R
	E
	Reporting, Recommendations & Process Development
· Research budget, contract, position and personnel data from multiple sources, interpret and analyze the research for the purposes of assisting the Budget & Position management Director, Chief Financial Officer and Deputy Chief Financial Officer in the operation of all program areas within OSH.
· Research, analyze, create and prepare reports that include complex analysis of contract data, fiscal data, personnel and/or positions from multiple sources, including Workday, CPD, Position Management files and datasets, budget documentation, contract files, contract trackers and other data. This reporting will include exporting of files between software and platforms, development of reports in excel using formulas, tables, charts, graphs, PivotTables and other tools.
· Develop detailed reports that are distributed to OSH managers, staff, and agency partners such as 
· Org Charts for all areas of the OSH system using Excel, Visio and other tools,
· Supervisory Manager Contact Lists,
· And other published reports.
· Make recommendations to the Fiscal Analysts, Position Management Analyst, Contract analyst and Budget & Position Management Director through data review and reporting.
· Assist the Fiscal Analysts, Contract Analyst, Position Management Analyst, & Budget & Position Management Director in developing long and short-range operational goals related to the work of the Budget & Position Management Department.
· Develop process and procedure documents, forms, Visio Workflows and other instructional aids for OSH managers and support staff.
· Create, maintain and modify OWL pages
· Participate in and coordinate internal hospital-wide workgroups. Advise on OSH Budget & Position Management department requirements.
· Develop and maintain detailed step by step Standard Work instructions for all job-related functions

	15%
	R
	E
	Data entry, data modification and auditing:
· CPD: Analyze data, interpret conditions of data, create records, modify, and enter data for position, personnel, contractor, and organizational data promptly and accurately. 
· Workday: Analyze data, interpret conditions of data, modify and enter data for position, personnel, contractor, and organization data promptly and accurately. Including freezing and unfreezing positions, changing position coding, custom object modification, submitting closure requests and other similar data modification within the Workday system.
· Contract Data: Analyze data, interpret conditions of data, modify and enter data for contracts, personnel, contractor, and organization data promptly and accurately. Audit data between contract tracker(s) and shared services data.
· Fiscal Data: Analyze data, interpret conditions of data, modify and enter data, audit data between tracker(s), forms, spreadsheets, shared services data, and other data sources.
· Through accurate data auditing and evaluation, ensure data within Fiscal, Contract and Position Management files and data tables is accurate.
· Audit Workday and CPD to ensure accuracy and completeness of entries.
· Work with the CPD Administrator and Developers to resolve data issues and errors.
· Work with HR staff to resolve data issues and errors in Workday. 
· Reconcile CPD to Workday data to ensure consistency of data between systems.
· Research and resolve discrepancies between Workday and OSHs time and attendance system (API).

	10%
	R
	E
	Daily Position Management Requests and inquiries:
· Process requests for Position Management actions from every area and department within OSH Salem, Junction City and Pendleton Cottage.
· These include: 
· All standard requests and inquiries for Personnel Actions, allowances, requests to fill positions, job shares, limited duration and temps, administrative move, new hires, separations and all other standard position related questions and requests.
· These standard practices require verification of budget and position status, preparation of documentation and forms, auditing of documentation and forms prepared by others and collaboration with Position Management Analyst OSH CFO/COO to process requests.
· Interpret Agency and DAS Human Resources Policy and collective bargaining agreements, and apply those interpretations to non-standard and complex personnel and position actions.
· Support all program areas within OSH and ensure proper hospital operation by negotiating with and providing direction to agency Human Resources (HR) staff, managers and support staff on Position Management actions, forms, processes and changes.
· These actions include coordinating, requesting and tracking SupOrg changes for OSH positions, tracking recruitment statuses and approvals, requesting and verification of completion for position coding change requests, resolution of Workday, API, CPD and other database discrepancies, and other position related requests and changes.
· Research collective bargaining language, policies and procedures related to position management and communicate to managers and support staff across the hospital.
· Download Workday reports for use and modification of data.
· Import data into and modify data within Position Management files and data tables including the Data & Reporting file (D&R).

	5%
	N
	E
	Other
· Process Workday Password Resets
· Other duties as assigned

	Ongoing
	
	
	Cultural Competency and Diversity
· Demonstrates recognition and appreciation of the value of individual and cultural differences.
· Consistently treats consumers and co-workers with dignity and respect. Uses culturally diverse approach in all interventions. Demonstrates sensitivity to cultural differences among staff, patients and their families.

	Ongoing
	
	
	Core Values
· Demonstrates awareness, understanding, and alignment with OHA Core Values of Humanity, Equity, Wellness, Partnership, Transparency & Performance Excellence
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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.
· General professional office environment with daily use of a Personal Computer. 
· Occasional work-related travel and overtime may be required. 
· Work hours subject to change with little notice. 
· Requires daily use of stairs and elevators to access hospital units and official workstation. 
· Environment is fast paced with frequent interruptions. 
· This person must set and reset priorities on a daily basis to meet all deadlines and adapt to rapidly changing situations and issues.
· Possible and/or occasional interaction with individuals experiencing dysregulated behavior and trauma.
· The person in this position is expected to set a positive example, support OHA/OSH policies and procedures, follow OHA/OSH's core values/mission statement, use safe work practices, and obey all State and Federal laws, rules, and policies.
· This position may be eligible for remote/hybrid work, following policy and upon approval of the manager.


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 (ORS §179 – Administration of State Institutions).
· Oregon Administrative Rules (OAR 309-012-0030 through OAR 309-012-0035 and OAR 309-012-0100 through OAR 309-012-0115).
· Oregon Health Authority policy and procedure
· Department of Administrative Services Policies and Procedures
· HIPAA rules and standards (45 CFR Part 160 and Part 164).
· Governmental Accounting Standards Board (GASB) Generally Accepted Accounting Principles (GAAP).
· Oregon State Hospital Policies, Procedures, and Department Protocols
· The Joint Commission Comprehensive Standards Manual and Accreditation for Hospitals
· DAS position management procedures
· DHS Position Management Unit processes
· All other applicable or appropriate guidelines regarding healthcare information
· OSH Position Management Standard Work Documents
· Collective Bargaining agreements used at OSH
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b.	How are these guidelines used?
These guidelines must be followed when performing all daily job functions. They are used to maintain OHA, OSH, office, program, and department standards of operation.  
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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?

	OSH managers and employees
	Phone / Email / In-Person / Video conferencing platforms
	Problem solving and collaboration
	As needed

	Position Management Specialist
	Phone / Email / In-Person / Video conferencing platforms
	Advice, problem solving and collaboration
	As needed

	Position Management Analyst
	Phone / Email / In-Person / Video conferencing platforms
	Advice, problem solving and collaboration
	As needed

	DHS Position Management Unit
	Phone / Email / In-Person / Video conferencing platforms
	Consultation
	As needed

	Business Analysts
	Phone / Email / In-Person / Video conferencing platforms
	Advice, problem solving and collaboration
	As needed

	Timekeeping
	Phone / Email / In-Person / Video conferencing platforms
	Advice, problem solving and collaboration
	As needed

	OHA HR 
(Recruiters)
	Phone / Email / In-Person / Video conferencing platforms
	Problem solving and collaboration
	As needed

	OHA HR 
(HRIS)
	Phone / Email/ In-Person / Video conferencing platforms
	Problem solving and collaboration
	As needed

	OHA HR 
(Class Comp)
	Phone / Email / In-Person / Video conferencing platforms
	Problem solving and collaboration
	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.
The incumbent in this position must set priorities among multiple demands on a daily basis to meet critical deadlines and expectations while handling crisis issues and dealing with a wide variety of people. It is important this person understands, technically, how systems interrelate with other departmental systems applications. Judgement is used in locating and selecting the most appropriate guidelines and solutions for varying circumstances. Resolution of problems can be gained through negotiation with managers and support staff. This position's scope of work has a direct effect on budget, finance and human resource actions.

The decisions made by this position and negotiations with hospital programs and agency partners must ensure the hospital remains in compliance with its budgetary authority, applicable rules, staffing laws and collective bargaining agreements that govern hospital staffing.


Level 3 - Restricted
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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 / phone / video conferencing platform
	As needed
	Supervision, Consultation; Assign and review work; annual performance review
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	SECTION 9. OVERSIGHT FUNCTIONS	 (Supervisory positions only)

	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?

	
	[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.
· Excellent customer services skills with the ability to effectively communicate detailed information, both orally and in writing, to a broad spectrum of executive, management, professional, technical and employees both within and outside the agency.
· Proficiency in Microsoft Office programs (Outlook, Word, Excel, PowerPoint, Access, Visio).
· Communication must be at a professional level with attention to grammar, spelling and punctuation.
· Ability to meet numerous firm deadlines with frequent interruptions in daily work schedule.
· Ability to work with people who have diverse interests.

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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