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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

01/07/2025
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:
	Laborer / Student Worker

	b.
Classification No:
	C4116
	
c.
Effective Date:
	     

	d.
Position No:
	35356
	

	e.
Working Title:
	Warehouse Laborer

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Material Distribution Warehouse

	
h.
Employee Name:
	     

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

	
j.
Supervisor Name:
	Ernestina Hales

	
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.

Purpose: The Material Distribution Warehouse provides a variety of Centralized services in the areas of a Shuttle Service, Purchasing, Receiving good and Inspection, Printing and Reproduction, Warehousing and Storage, Inventory Management and Control, Issues of General, Forms, Janitorial, Medical, Linen Supply, Clothing and Sewing services, Capitol and Non Capitol assets.

Size / Scope: The Warehouse is a part of the Operations Department of the Agency.  It is assigned 23 full time permanent positions.  The agency has over 2,600 employees providing care for over 650 patients with a biennial budget of approximately 15 million.  Supporting two campuses one in Salem and the other in Junction City.


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:
Provides support for the issuing, inventorying, moving and delivery of all Equipment, Laundry, Furniture, Goods and supplies.  This position will assist in all other assigned areas within the Material Distribution Warehouse
	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%
	NC
	E
	Utilize electric carts, trailers, pallets, and tubs for the delivery of General, Janitorial, Laundry, Office, Form, Medical, Maintenance, and Clothing supplies to all units and departments within the hospital.  Assist in the moving of all supplies, equipment, and furniture. Assist all positions in the MD Warehouse. Perform other duties as assigned.

	10%
	NC
	E
	Utilize a Vehicle, Forklift, and all material handling equipment for the delivery and pick up, loading and unloading of all equipment, furniture and supplies for the support of the Salem and Junction City Campuses.

	10%
	NC
	E
	Perform daily cleaning, safety checks and maintenance checks on all vehicles and equipment.  Responsible for cleaning and keeping the work area, vehicles and equipment in working order. Assemble items as needed.  Perform minor repairs as needed.

	10%
	NC
	E
	Assist in the surplus, receiving, issuing, delivery and inventory of all non-stock, stocked items, laundry as well as Capital and Non-Capitol assets.  Assist training to co-workers.

	Ongoing
	R
	E
	Other Duties as Assigned:

Maintains a presence and availability providing quality customer service.

Answer telephone and email in a timely manner.

Attend program staffing meetings and other Warehouse meetings     as assigned.
Participates in process improvement events and methodology.

Maintains work in a neat and organized manner.

Attend mandatory trainings and others as assigned.

Conduct self in a professional manner.

Works cooperatively with Warehouse co-workers, management, staff of various hospital departments, and the public. Acts as a positive representative from the Material Distribution Warehouse.  Participates in the (LDMS) Lean Daily Management System.

Other duties as assigned.

	Ongoing
	N
	E
	Cultural Responsiveness

· Consistently treats customers, patients, consumers, interested parties, community partners, vendors, and colleagues with dignity and respect. Demonstrates recognition of the value of individual and cultural difference; 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 for all staff, including those from diverse backgrounds.

· Models inclusive and equitable recruitment, onboarding promotion and management practices to support advancement of OHA Affirmative Action Plan goals.
· Demonstrates understanding, applying principles related to eliminating health inequity. Demonstration of 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.
· Assures that service delivery is provided in a culturally and linguistically responsive manner; assures that printed materials are available in different languages as needed and/or in alternate format; bilingual services are available and facilities are accessible for all patients, their families and community members.

Promote and foster a workplace free of discrimination and harassment.

	Ongoing
	N
	E
	Core Values 

Demonstrates awareness, understanding, and alignment with the OHA Core Values of Health Equity, Service Excellence, Integrity, Leadership, Partnership, Innovation, and Transparency.


	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.
Requires frequent exertion and lifting up to 50 lbs. constantly, 100 lbs. occasionally.

Requires pulling, pushing, bending and stooping at all times.

Daily contact with contaminated and infected laundry articles.

Works in areas with wet floor surfaces (cement, tile, etc.)

Requires a valid driver’s license.

Works and operates vehicles during, hot, humid, or inclement weather, such as snow, ice, wet pavement, which creates hazardous driving conditions.

Must be able to speak, write, understand and follow written and verbal instructions in English.

Work hours subject to change with little notice. May be required to work hours that exceed regular schedule, such as double shift or different shift in addition to regular schedule. May be required to work on holidays.Work flexibly and cooperate with coworkers and other hospital staff. Daily contact with individuals experiencing extreme emotional dysregulation that may manifest as physical aggression.

	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:
OSH Policies and Procedures

DHS Policies and Procedures

DAS Purchasing and Procedures

OSH Material Distribution Warehouse Protocols

OSH Safety manual

OSH Infection Control Manual

OSH Emergency Preparedness Manual

b.
How are these guidelines used?

Used as a general reference in the management and performance of duties and service functions

	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 Departments
	In person/phone/email
	Resolve concerns/complaints                           
	Daily

	Patients

	In person/phone/email
	Resolve concerns/complaints                           
	Daily

	Vendors/Suppliers
	In person/phone/email
	Service/Supply Issues
	Daily

	MD Warehouse Manager 
	In person/phone/email
	General Direction/Problem Resolution/Service-Employee Issues
	Daily

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Prioritize jobs to be performed with the constant changing priorities, the first being Patient Care and Safety, then regular assigned duties. (affects workflow)

Present concerns, new ideas and problems to the MD Manager (affects the daily operations of the MDC and possibly Direct Care Staff)

	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


	Warehouse, shipping, distribution, manager
	2073
	In Person, Phone, Email, Text
	Daily, or as necessary
	Review is to ensure accuracy and compliance with rules and policies, and adherence to procedures and practices, and that they support functions and departmental goals and objectives achieved to stay in compliance with The Joint Commission’s standards.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	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.
Must have a valid driver’s license

Must have or be able to obtain a valid Oregon Forklift Certification (OSH will assist)

Good Communication Skills

Flexibility to change priorities for optimal performance and service to the patients and Health Care Providers of OSH


	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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