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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
XX|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Business Operations Manager 2

	b.	Classification No:
	
		c.	Effective Date:
	

	d.	Position No:
	30175
	

	e.	Working Title:
	Manager for Policy Development and Evaluation

	f.		Agency No:
	44300
	

		g.	Section Title:
	 Oregon State Hospital Administration

		h.	Employee Name:
	

		i.	Work Location (City — County):
	Marion

		j.	Supervisor Name:
	 TBD

		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]|_| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
[bookmark: Check45]|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|_| 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.

Oregon Health Authority’s (OHA) health equity definition is “Oregon will have established a health system that creates 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 Vision: A healthy Oregon.

OHA Mission: Ensuring all people and communities can achieve optimum physical, mental, and social well-being through partnerships, prevention, and access to quality, affordable health care.

OHA’s single overarching goal is to eliminate health inequity in Oregon by 2030.

OHA Core Values: Health Equity, Service Excellence, Integrity, Leadership, Partnership, Innovation, and Transparency. 

Oregon State Hospital (OSH) is a Joint Commission-accredited and CMS-certified public psychiatric hospital which provides services on two campuses to persons committed by the Oregon courts as part of the state behavioral 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, patient-centered treatment focusing on recovery and community reintegration, all in a safe environment.

OSH Values: Humanity, Equity, Wellness, Partnership, Transparency, Performance Excellence.

This position is in the supervisory chain of the Oregon State Hospital Deputy Superintendent, and oversees teams responsible for the management of the hospital’s project portfolio, the design and implementation of strategic initiatives that support the hospital’s ability to achieve its long-range goals.  

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 Manager for Policy Development and Evaluation leads policy design, systems analysis, and evaluation functions supporting enterprise initiatives to improve business operations and patient care delivery. This position is responsible for developing conceptual frameworks and policy structures that define future-state models and for establishing evaluation systems that measure performance, outcomes, and impact to patient care. They are responsible for improving administrative and business operations across the hospital system to meet desired patient care outcomes.  The sections of this department provide 

This role operates at both the conceptual and analytical level, ensuring operational change initiatives are grounded in evidence, aligned with strategic intent, and evaluated against defined performance standards for patient care delivery. The incumbent is responsible for providing leadership direction and the continuity and coordination of hospital wide improvement initiatives. The use of Lean, Project Management, Change Management, Six Sigma, and Total Quality Management are standard methodologies of practice. Initiatives cross all functions of the organization including clinical, operational, administrative and environmental sections. 

The position works collaboratively across both campuses and fosters collaboration among hospital executives, managers and staff.

	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

	40%
	
	E
	Design and evaluate the effectiveness of organizational changes to improve operating efficiency and performance
· Evaluate current business processes and systems for efficiency and alignment with patient care and quality goals, direct the design of policy initiatives to maximize operating efficiency, implement procedures and systems to monitor the impact of new procedures against organizational targets.
· Facilitate structured problem exploration and identify opportunities to improve organizational performance by designing conceptual prototypes and piloting emerging ideas. 
· Direct the administration of continuous improvement projects in a manner that connects disparate initiatives into cohesive policy frameworks to accelerate and sustain hospital performance.
· Direct and administer an integrated system for the design of public policy initiatives that drive organizational improvement, and use that framework to align performance improvement and program design efforts toward long-range strategic objectives.
· Direct teams who identify cross-functional impacts of current operations while working closely with interested parties across OSH, OHA, other state agencies and private hospitals to identify and mitigate risks. 
· Allocate resources to build operational enhancements based on benefits, cost, timeline and system functionality.

	40%
	
	E
	Evaluation and performance strategy and reporting
· Develop and implement systems and processes to establish evaluation measures for internal performance in alignment with strategic objectives. 
· Develop future state models, direct the completion of gap analyses between current and future states, and conduct and oversee quantitative and qualitative analysis of data. 
· Direct the development of policy papers, interpret policy analysis and identify strategic implications for executive leadership. 
· Establish performance thresholds and outcome indicators for policy initiatives based on strategic goals.
· Develop executive reports and performance dashboards to provide actionable data to executive decision makers.

	20%
	
	E
	Managing people
· Manage the performance, development and deployment of policy analysts responsible for policy development, project management, change management, and facilitation.  
· Manage/supervise and organize staff and assure personnel policies and agreements are followed.  
· Recruit qualified candidates when filling vacant positions and participate in the selection process.
· Develop and maintain current position descriptions, performance standards, competency measures and professional development plans for all assigned team members.
· Participate in timely development and review of performance evaluations and provide regular feedback with objective assessment of performance in accordance with the position description.
· Monitor, coach and/or educate team members in areas of performance where improvement is needed.
· Ensure that all staff assigned to be supervised have received orientation and onboarding, and are able to demonstrate basic skills, knowledge and competency related to their assigned positions.
· Determine the need for and initiate disciplinary action when necessary. 
· Review employee grievances in accordance with OSH procedure.
· Foster a safe and healthy workplace by providing opportunities for staff to provide feedback and bring issues of concern to be addressed.
· Provide oversight of contracts and manage contract workers for training workshop services and onsite consultation services. 
· Resolve conflicts between reporting staff on areas of shared responsibility.
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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.

Position requires the incumbent to work a professional work week where the hours of work may fluctuate on a daily or weekly basis. Work is primarily conducted in an office complex but includes time in public and high security settings and may include telework. Extensive use of computers and telephones is required. Position is subject to fluctuating workloads and priorities including highly complex, sensitive, confidential and/or political issues. Safety and support consideration includes contact with individuals experiencing altered mental and/or emotional states who may act out verbally or physically to establish personal safety. Local and in-state travel is required, particularly travel to both campuses.


	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 Administrative Rules, Oregon Revised Statues, Oregon Health Authority & Department of Administrative Services policies, and procedures
Joint Commission standards for inpatient psychiatric hospital and residential behavioral health services
Hospital and state licensing standards for inpatient and residential services
Center for Medicare/Medicaid Services standards and policies
Collective Bargaining Agreements
Code of Federal Regulations
HIPAA
Oregon State Hospital policies and procedures
Oregon Health Authority Equity Advancement Plan
Culturally and Linguistically Appropriate Services (CLAS) standards
REALD (Race, Ethnicity, Language and Disability) data collection standards REALD (Race, Ethnicity, Language and Disability) data collection standards


b.	How are these guidelines used?


Laws, rules, regulations, standards, guidelines, policies, and procedures provide a general framework for carrying out the duties of this position; program development/management, hospital governance and daily operations. Interpretation, judgment, implementation, monitoring, and compliance is required. 
	
	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?



	OSH Deputy Superintendent
	In person/Phone/
writing/video
	Exchange information/provide reports and updates/seek consultation and problem-solve
	Daily,
As needed.

	OSH Executive Team Members 
	In person/Phone/
writing/video
	Exchange information/provide reports and updates.

Assess needs, establish priorities, problem-solve, remove barriers, clarify direction, make decisions, receive report outs
	Daily,
As needed.


	OSH Staff and Managers
	In person/phone/writing/
video
	Respond to inquiries, share information, provide guidance, establish/maintain relationships, and trust.
	Daily
As needed.

	OSH Patients 
	In person/writing
	Respond to inquiries, share information, provide guidance, establish/maintain relationships, and trust.



	As needed.


	SEIU
AFSCME – RN


	In person/video/writing/
phone
	Labor and Management Meetings: Exchange information/provide reports/respond to inquiries, problem-solve
	As needed.

	DOJ Consultants
	Phone/video/writing/In person
	Exchange information/provide reports/seek consultation and problem-solve
	As needed.


	Other state agencies
	Phone/In person/writing/video
	Exchange information/provide reports/respond to inquiries
	As needed

	
	
	
	





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
Decisions and policy formulation generally relate to overall hospital operations and performance, utilization of program resources, personnel management, productivity, the health and safety of patients and staff, and public perception. Poor decisions could result in psychological harm, serious injury to patients and/or staff, fiscal insolvency, reputational harm and/or indefensible liability exposure.


	Page 8 of 8	 OHA 0105 (11/11)
	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



	Administrator for Strategy and Enterprise Initiatives
(Business Operations Administrator 1)
	
	In person meetings, phone, video and review of written reports and performance reviews. 
	As needed/ monthly
	Alignment with strategic goals, assessment of risks, impact to hospital reputation or partnerships.  

	
	
	
	
	





	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	6
	

	
	How many employees are supervised through a subordinate supervisor?
	          
	

	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. 
· Systems and conceptual thinking
· Quantitative and qualitative analysis
· Framework development
· Data interpretation and synthesis
· Facilitation and internal partner engagement

All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.
* Because the Junction City campus can only be reached by vehicle, the incumbent must have a valid driver's license or alternate means of transportation.
* Must be able to flex hours or work additional shifts when necessary to complete time sensitive projects or ensure the safe and efficient operation of the facility.

	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



	
	$  XX
	General Fund

	
	
	

	
	
	




	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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