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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
     

This position is:

	Agency: 	Oregon Health Authority

[bookmark: Text2]Division: 	Oregon State Hospital


|_| New 	|_| Revised
	|_| Classified
|_| Unclassified
|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Administrative Specialist 2 (AS2)

	b.	Classification No:
	C0108
		c.	Effective Date:
	01/01/2024

	d.	Position No:
	WD#000000161840 PPDB#1025954
	

	e.	Working Title:
	Health Equity Support Services (HESS) Administrative Specialist

	f.		Agency No:
	44300
	

		g.	Section Title:
	Health Equity Support Services

		h.	Employee Name:
	 

		i.	Work Location (City — County):
	Primary location: Oregon State Hospital. Position may be eligible to remote work one to three days per week at the managers’ discretion. 

		j.	Supervisor Name:
	Dr. Karina Smith (Health Equity Support Services Manager 2)

		k.	Position:
	[bookmark: Check34][bookmark: Check36][bookmark: Check37][bookmark: Check38]|_| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check35][bookmark: Check39][bookmark: Check40][bookmark: Check41]|_| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
[bookmark: Check45]|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|X| Yes
[bookmark: Check48]|_| 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.

The Oregon Health Authority (OHA) is a state government agency with a single overarching goal: eliminate health inequities in Oregon by 2030. To achieve this transformational goal, OHA must become an anti-racist organization. OHA definition for health equity:
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. 

The Oregon State Hospital (OSH) is the largest of OHA’s seven divisions. OSH provides direct psychiatric hospital care to adults from throughout Oregon who are unable to be served in a community setting. The mission of OSH is to provide therapeutic, evidence-based, patient-centered treatment, focusing on recovery and community reintegration, all in a safe environment. 

At OSH, we put the patient first, and employees play an essential role in achieving the hospital’s vision to be a psychiatric hospital that inspires hope, promotes safety, and supports recovery for all. We support each person with intensive treatment and care in an atmosphere of respect and dignity. We strive to encourage autonomy and best choices through our patient-centered care philosophy.

OSH 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, listening to, and respecting internal and external ideas and opinions
· Exploring and defining the roles and responsibilities 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.

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 Administrative Specialist serves as the primary administrative staff person to coordinate on/off-site logistics and administrative services related to serving members of the public and supporting OSH Health Equity Support Services (HESS) team members and other OSH staff. The position assists the HESS Manager with the alignment of OHA's strategic priorities including but not limited to integrating health equity every day in everything that happens at OSH and OHA. The position carries out administrative projects under the direction of the HESS Manager and serves as a general resource person and administrative problem solver to OHA staff, community partners, members of the public, and contractors, both internally and externally. 

This position provides confidential administrative support related to staff and patient concerns related to culturally and linguistically appropriate services, equity practices and core compliance requirements for the team, as well as works with other support positions that provide related support throughout OSH and across OHA.

The position must demonstrate sound judgment, organizational savvy, and use problem-solving skills to interpret a wide range of policies and procedures where issues are dynamic and clear guidance may not always be readily apparent and/or policy and procedure provided by different entities is not in alignment.


	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%
	N
	E
	Administrative Support
Serves as one of the primary points of contact for HESS and OHA’s Equity and Inclusion Division for providing daily office coverage to support routine office needs/requests from staff and members of the public. Coordinate with additional administrative staff within OHA including OHA to provide continuity of office coverage consistent with state OHA practices
Work with other administrative staff and management, support onsite and remote meetings/conferences/trainings where needed to ensure continuity of operations (e.g., print and distribute meeting agendas, provide materials for onsite meetings).
Ensure onsite meeting spaces are well maintained and meet technical and operational requirements for meeting space including facilitating accessibility requirements for participants with the assistance of OHA subject matter experts.
Create and maintain schedules, rosters, mailing lists, and email groups for multiple groups.
Provide office coverage and on-site and remote support for employee onboarding (e.g., helping get new technology equipment for new hires onsite).
Assist with equipment and resource requests.
Maintain roster and communications for all HESS staff. 
Receive and distribute mail, faxes, and other communications received onsite and remotely; provide support for generating and sharing files on behalf of all staff -- remote and onsite.
Receive any visitors including members of the public, OHA staff, etc., onsite and assist as needed.
Establishes and maintains all office processes necessary for organizational and department functioning; maintains supervisor's calendar and advises supervisor of commitments; makes arrangements for meetings and special conferences; arranges travel itinerary and accommodations, prepares and submits travel and expenses claims.
Communicates with other Federal, State, local, and private agencies, and the general public; coordinates work activities such as, providing information on programming and sharing best practices between sections within the agency or between agencies; reviews and updates monthly attendance reports for staff, inventory records of supplies, equipment, and materials and orders supplies for immediate office.
Continuously evaluates operations for areas of improvement and recommends actions that may include changes to standard work, department procedures, or OSH policy. 
Communicates in person, by telephone, and in writing with all levels of department, division, or agency staff to provide information and respond to inquiries about the new program and its goals and available services.
Serves as point of contact for video conference
technology throughout OSH, and coordinates with
OIS on ticket issues, maintenance, contract renewals,
etc.
Ensure drop-in workstations in OSH offices are
fully functional and meet technical specifications
needed for employees to complete work. Use knowledge and equity-centered strategies and new technology to inform program operations and increase productivity and efficiency.

	40%
	N
	E
	Program Responsibilities
Processes requests for equity and inclusion services or other situations requiring action. Regularly meets with the HESS  manager to assess the operational needs of the team, make recommendations for service excellence, and provide information from users of the program’s services to facilitate efficient, effective and appropriate daily operations. 
Serve as main administrative support for HESS recruitments and hiring.

	10%
	N
	NE
	Attend meetings, conferences, and other events as needed or requested by the HESS Manager, representing the division and the agency.

Additional duties as assigned

	At all times
	N
	E
	Cultural Humility and Equity-Centered Approach
Consistently treats customers, patients, consumers, partners, community partners, vendors, and colleagues with dignity and respect. Demonstrates recognition of the value of individual and cultural differences; 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 that is responsive and supportive to staff and patients from diverse backgrounds.
Demonstrates awareness, understanding, and application of principles related to eliminating health inequity.
Demonstrates curiosity and humility to learn and develop equity and inclusion principles specific to OSH and general to public service.

	At all times
	
	E
	Core Values
Demonstrates understanding and alignment in service delivery with OHA values of partnership, service excellence, leadership, integrity, health equity, innovation, and transparency.
Demonstrates understanding, and alignment of service delivery with OSH’s mission to provide therapeutic, evidence-based, patient-centered treatment, focusing on recovery and community reintegration, all in a safe environment.
Demonstrate understanding and apply practice relating to anti-racism, health equity, equity advancement goals, universal access, civil rights, cultural responsiveness, and human dignity for all people.
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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.

This position is based in Salem, Oregon State Hospital. The position is subject to fluctuating workloads and priorities with highly complex, sensitive and/or political issues. Work environment is typically completed in an open office setting when working on site, or remote work from an off-campus location or both. Work may also occur on OSH patient areas. Open office environment with frequent use of a computer for prolonged periods to produce documents, forms and other communications. Must be willing to learn new technologies as introduced to the workplace. 

There may be exposure to people involved in challenging situations involving employees, patients, other agency representatives, family members, and members of the public. Safety and support considerations include contact with individuals experiencing altered mental or emotional states or both who may act out verbally or physically in an attempt to establish personal safety. Incidental local and in-state travel may be required. Incumbent may spend time at the OSH-Junction City hospital. The office duty site is the OSH-Salem hospital.

This position is primarily onsite (three to five days per week), with in-office work required. Remote work is possible based on mutual agreement and coordination with HESS Manager. 

Occasional in-state travel may be required to attend meetings, trainings, and conferences. 

This position regularly works with groups comprised of people with diverse experiences, identities, and perspectives.



	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:

OHA Affirmative Action Plan, Discrimination and Harassment Free Workplace Policy, OHA Diversity Recruitment Policy and Procedures, Reasonable Accommodation Policy and Procedures, Non-Discrimination Policy for the Public, Diversity and Inclusion Strategic Plans, ORA Standards and Guidelines for Cultural Competency and Gender Specific Services, Office of Equity and Inclusion Standard Operating Procedures, OSH procedures,  federal, state, and local laws, State of Oregon Administrative Rules (OARs), Guidelines relating to care and treatment of mentally ill, emotionally ill, and emotionally disturbed persons, accrediting guidelines/standards (i.e., Joint Commission and HCFA), DAS and other state operations and business protocols.

b.	How are these guidelines used?


Established guidelines are used daily to provide guidance when issues and/or complaints arise and to develop and implement practices to improve OSH processes and ensure compliance with agency, state, federal and accreditation requirements.

	
	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.


	Who Contacted
	How
	Purpose
	How Often?



	OHA Staff including OFS, OIS, HR and OC&P
	In person, phone, letter, email, virtually
	Plan, resolve problems, convey, receive and integrate information
	Daily; As needed

	Other state agency personnel 
	In person, phone, letter, email, virtually
	Plan, resolve problems, convey, receive and integrate information
	As needed

	Community partners and advocates
	In person, phone, letter, email, virtually
	Plan, resolve problems, convey, receive and integrate information
	Weekly; As needed

	Grantees, consultants and contractors
	In person, phone, letter, email, virtually
	
Plan, resolve problems, convey, receive and integrate information
	Weekly; Monthly; As needed





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
The incumbent is the administrative contact point for this team including and especially the Health Equity Support Services Manager 2. As such, the incumbent will determine how to triage requests, when and to whom to elevate issues and respond to typically  occurring requests consistent with OHA, OSH and unit policies, procedures and practices. The direct effect of the incumbent’s decision-making contributes to the consistent and transparent functioning of the unit and its members as part of the larger OSH and OHA communities.

Independently identifies and prioritizes issues, problems, needed administrative and operations actions and criteria for resolution. Applies problem-solving skills and flexibility in decision making to respond to competing demands from various partners and to ensure effective internal customer service.



	  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
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	HESS Manager 2
	1025953 (ORPICS #)
PPDB 1025954
	In person, by email, by phone, virtually
	Daily and as needed
	Supervision, identification of priorities, discussion of problems and concerns, strategic planning, monitoring progress and updates on activities, and management of workload.





	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	N/A
	

	
	How many employees are supervised through a subordinate supervisor?
	N/A
	

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

	
	[bookmark: Check49][bookmark: Check50]|_| Plan work	|_| Coordinates schedules
[bookmark: Check51][bookmark: Check52]|_| Assigns work	|_| Hires and discharges
[bookmark: Check53][bookmark: Check54]|_| Approves work	|_| Recommends hiring
[bookmark: Check55][bookmark: Check56]|_| Responds to grievances	|_| Gives input for performance evaluations
[bookmark: Check57][bookmark: Check58]|_| Disciplines and rewards	|_| 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.
· Demonstrated ability to engage and work effectively with people from culturally and linguistically diverse communities
· Demonstrated commitment to professional development around cultural humility, equity, diversity, inclusion and anti-racism
· Approaches work with customer-service skills
· Bilingual language skills preferred, including American Sign Language
· Demonstrated ability to develop organizational systems and tools
· Ability to manage time and multiple competing assignments
· Ability to steward relationships with agency and division staff, community partners, and members of the public, using anti-racist, linguistically appropriate and inclusive accessibility principles
· Experience in and understanding state, local, and federal government systems and policies and operations work
· Knowledge and experience with psychological first aid and trauma-informed crisis de-escalation techniques
· Ability to demonstrate initiative and independent judgment on an on-going basis
· Ability to work collaboratively in a team setting and to actively pursue a respectful and collegial environment
· Proficient at an expert level in Microsoft and Adobe products, and adept at learning and using new technology. Experience with Workday or other HRIS systems
· Proficiency in using Teams and Zoom for remote meetings
· Experience and skills using software and systems such as Smartsheet, Teams/SharePoint, and other applications to support collaboration, coordinating projects, and streamlining processes
· Experience taking meeting minutes

	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

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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