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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

08.19.2025
This position is:

	Agency: 
Oregon Health Authority
Division: 
Oregon State Hospital
 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:
	Administrative Specialist 1

	b.
Classification No:
	C0107
	
c.
Effective Date:
	     

	d.
Position No:
	     
	

	e.
Working Title:
	Psychiatric Medical Assistant

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Treatment Services

	
h.
Employee Name:
	Vacant

	
i.
Work Location (City — County):
	Salem, OR - Marion

	
j.
Supervisor Name:
	Sarah Winslow, RMA

	
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.

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.
The Oregon State Hospital 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 stakeholders 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 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 is a Joint Commission-accredited and CMS-certified public psychiatric hospital which provides psychiatric hospital services and residential treatment services to persons committed by the Oregon courts as part of the state mental health system. 

OSH provides care and treatment to adults admitted to the facility under three broad categories:

1.) Persons determined to be Guilty Except for Insanity and sentenced to supervision by the Psychiatric Security Review Board or the Oregon Health Authority.

2.) Persons who have been determined not competent to aid/assist their attorney.

3.) Persons who have been civilly committed or admitted by a guardian.


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:
1.) Under the direction of the Chief of Psychiatry, program supervisors, or their delegates, provide direct clinical services, including but not limited to interviewing patients and collateral sources, reviewing and summarizing the medical record, and the collation and summary of laboratory testing. Summarize sensitive clinical information in the form of draft medical notes (including admission notes, progress notes and discharge summaries). In consultation with licensed psychiatric providers, Medical Assistants will ensure delivery of care by helping to coordinate allied services. 

Medical Assistants will also be responsible for being current with state and federal licensing and billing requirements as these relate to documentation and ensuring that their notes comply with current standards.

2.) Under the direction of the Chief of Psychiatry, program supervisors, or their delegates, collect, summarize, and interpret information at the unit or hospital level in order to ensure compliance with regulations, progress towards quality improvement goals, or the assessment of patient outcomes. Provide suggestions for how to improve data collection and create new systems to facilitate this work, under the direct supervision of the Chief of Psychiatry or their delegates. 

	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


	35%
	R
	E
	Provide support for psychiatric admission documentation by direction of the Chief of Psychiatry and program supervisors. This may include, but is not limited to:
· Review and organize patient pre-admission information.

Research and document patient information related to:
· Basic medical history and current medical complaints.
· Medication history – both medical and psychiatric related.

· Mental Health history to include current and past diagnoses, suicidal ideation/suicide watch/homicidal ideation.

· Legal history. Social history. Trauma history.
· Collateral reports (including conduction reviews).

· Family medical/psychiatric history.

· Drug and alcohol use history.

· Suicidal behavior history and risk factors.

· Complete admission medication reconciliation for review.
· Scribe parts of the admission assessment and/or other admission documentation.


	35%
	R
	E
	Provide support for psychiatric discharge documentation by direction of the Chief of Psychiatry and program supervisors. This may include, but is not limited to:
· Complete parts of the discharge summary through document research: identifying information, diagnoses at admission/discharge, reason for hospitalization, psychologist testing, lab testing, consultations, medications at discharge, condition/MSE at discharge, continuing care, copies of report.

· Locate and organize pertinent information for Hospital Course section of the discharge summary.  

	10%
	R
	E
	Provide support for ongoing clinical documentation for Psychiatry staff by direction of the Chief of Psychiatry and program supervisors. This may include, but is not limited to:
· Scribe part or all of progress notes for patient visits.

· Keep track of when Psychiatry staff need to reassess a patient on enhanced supervision or consult with supervisor about enhanced supervision.

· Keep track of due dates for AIMS and Informed Consent; schedule time for these to be re-done with patients.

· Provide treatment course information and scribe historical sections of notes related to patient transfer to a different unit, including using independent judgment to determine if they need to conduct clarification interviews with health providers to ensure the record is accurate, complete, and clinically useful.

	10%
	R
	E
	Obtain and provide clinical data to support psychiatric medical decision-making. This may include, but is not limited to:
· Collect patient medication history, including response to medication trials, by patient interview and/or medical record review. 

· Correlate medication history with incidences of behaviors of concern by chart review and interviewing staff and collateral reporters.

· Provide data regarding patient PRN medication usage. 

· Document non-clinical judgment components of the Abnormal Involuntary Movement Scale assessments with confirmation by Psychiatry staff.
· Obtain, review, and organize outside medical records to include records from other prisons or treatment facilities for review by Psychiatry staff.  

	10%
	R
	E
	Provide support for other related functions which support the work of Psychiatry staff by direction of the Chief of Psychiatry and program supervisors. These may include, but are not limited to:
· Coordinate coverage for completion of discharge summaries and admission preparations.
· Collect and report documentation compliance data for psychiatry staff: review patient charts to ensure compliance with TJC and CMS standards, OSH policy and Medical Department protocols.

· Collect, collate, and present data in a meaningful and legible format.

· Complete phlebotomy refresher skill training with post-training competency check-off. Then perform phlebotomy procedures on psychiatric patients per lab protocol to include identifying the patient, explaining the procedure, palpation for a viable vein for venipuncture, cleanse the patient’s venipuncture site with the appropriate cleanser provided by the lab prior to insertion of the needle to collect blood samples via the lab provided needles and equipment. Apply appropriate post venipuncture bandage once the needle has been removed post collection. Utilize phlebotomy troubleshooting techniques as needed to ensure proper blood flow and collection of the blood samples. Obtain phlebotomy samples on Psychiatric patients within 24hrs of admission and as needed. This applies at both OSH campuses.
· Complete EKG refresher skill training with post-training competency check-off. Then perform EKGs on psychiatric patients per medical clinic protocol to include identifying the patient, explaining the procedure, cleansing the skin with the appropriate cleanser provided by the medical clinic, palpating and placing the electrode prep pads in the correct intercostal spaces across the chest and on the limbs, connecting the EKG electrode lead wires, performing the EKG test via the EKG machine & troubleshoot the device as needed. EKGs are to be completed on or shortly after the day of admission and as needed. This applies at both OSH campuses.
· Warm Transfer Patient Interview with each patient that will transfer from Salem to JC. Coordinate with the treatment care plan specialist to set up the virtual meeting with a pre-approved scripting and set of questions to help ensure the receiving unit hears the voice and any concerns of the patient.

· Other duties as assigned.

	Ongoing
	NC
	E
	Provide services in a manner respectful of diversity:
· Consistently treat customers, patients, consumers, community partners, vendors, colleagues, and other vested parties with dignity and respect. Demonstrate recognition of the value of individual and cultural difference; create a work environment that is respectful and accepting of diversity where talents, abilities and experiences are valued.
· Proactively create and maintain an inclusive work environment for all staff, including those from diverse backgrounds.

· Demonstrate understanding of applying principles related to eliminating health inequity. Demonstrate effective delivery of culturally responsive, anti-racist, inclusive and trauma-informed services policies, and practices, including evidence of ongoing development of personal cultural awareness and humility. 

· Provide services in a culturally and linguistically responsive manner; ensure that printed materials are available in different languages as needed and/or in alternate format.

· Promote and foster a workplace free of discrimination and harassment. 

	Ongoing
	NC
	E
	Values: As an employee of Oregon State Hospital, demonstrate awareness, understanding and alignment in service delivery with the OHA strategic plan and OSH and OHA Core Values.


	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.
Work is performed in interview rooms, unit examination rooms, conference rooms, and offices. Patients are severely mentally ill, occasionally threatening and/or combative. The medical assistant in this position regularly handles demands from patients and professionals in the hospital and in the community. Moderate exposure to infectious diseases. Limited physical exertion; moderate amounts of walking. 
	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 State Hospital Policies; Oregon State Hospital Medical Department Protocols; Other OSH Manuals; The Joint Commission regulations; Centers for Medicare and Medicaid Services regulations; Oregon Revised Statues; Oregon Administrative Rules; Medical and Allied Health Professional Staff By-Laws; and DHS/OHA/DAS Policies.


b.
How are these guidelines used?

To ensure the maintenance of quality in the provision and documentation of medical services to OSH patients.

	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?


	Psychiatry Staff
	In person, phone, email
	Patient Care
	Daily 

	Chief of Psychiatry
	In person, phone, email
	Supervision
	As Needed

	Patients
	In person
	Provide or Gather Information
	Daily

	Unit or Treatment Mall Staff
	In person, phone, email
	Patient Care Coordination
	Daily

	Health Information Staff
	In person, phone, email
	Documentation
	As Needed

	Community Care Providers
	Phone, email
	Patient Care and Documentation
	As Needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Prioritize clinical information and clinical tasks to bring to the attention of Psychiatry staff, using clinical acumen, medical training, and local guidance to determine the medical urgency of highly complex patients of a forensic state hospital.

Ensure efficient workflow of time sensitive medical work and associated documentation. This affects psychiatry staff compliance with timeliness requirements for documentation and billing services, as well as maintenance of certification by CMS. Identify clinical and other documentation required for completion of summary documents such as admission assessments and discharge summaries. Determination of documentation compliance with regulatory and policy requirements.


	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


	Supervising Medical Assistant
	
	In person, phone, email
	As Needed
	Supervisory Direction


	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.
Completion of a Medical Assistant Training Program at a school accredited by the Commission on Accreditation of Allied Health Education Programs or the Accrediting Bureau of Health Education Schools. After completing this training, become either a Certified or Registered Medical Assistant, by passing a credentialing exam through any of the following, the Certifying Board of American Association of Medical Assistants, The American Medical Technologists, or the National Center for Competency Testing. Certification must be renewed at the credentialing agency's cadence (i.e. every 1-2 years).
Experience working in Psychiatry or Developmental Disability clinical setting; inpatient psychiatry (hospital) setting strongly preferred. Familiarity with psychiatric terminology. Familiarity with documentation requirements for medical billing/coding. Recent familiarity with phlebotomy and EKG experience strongly preferred.

Familiarity with electronic medical records. Intermediate/expert Microsof suite skills (Word and Excel at minimum). Excellent spelling and grammar. Familiarity with data collection and documentation compliance review. Completion of training to be a medical scribe or 1 year of experience providing medical scribe services to a physician strongly preferred.  


	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


	N/A
	N/A
	N/A

	
	
	


	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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