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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
8/17/2025


This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check7][bookmark: Check8]|_| New 	|X| Revised
	|_| Classified
|_| Unclassified
|_| Executive Service
[bookmark: Check4]|X| Mgmt Svc – Supervisory
[bookmark: Check5]|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Business Operations Administrator 1
 

	b.	Classification No:
	X7082
		c.	Effective Date:
	

	d.	Position No:
	0000000002724/6102001
	

	e.	Working Title:
	Deputy of Site Operations 

	f.		Agency No:
	44300
	

		g.	Section Title:
	OSH Administration, Finance and Operations

		h.	Employee Name:
	

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

		j.	Supervisor Name:
	Karen Jamieson, CFO/COO

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

		l.	FLSA:
	|X| Exempt
[bookmark: Check43]|_| Non-Exempt
	If Exempt:
	[bookmark: Check44]|X| Executive
|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|_| Yes
|X| 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 the organization at the forefront of lowering and containing costs, improving quality, and increasing access to health care in order to improve the lifelong health of Oregonians. OHA is responsible for most state health services and for implementing the health care reforms in House Bill 2009. OHA is overseen by the nine-member citizen Oregon Health Policy Board working toward comprehensive health and health care reform in our state.

The OHA mission is helping people and communities achieve optimum physical, mental and social well-being through partnership, prevention and access to quality, affordable health care. OHA’s work is organized into three broad goals: Improve the lifelong health of all Oregonians, increase the quality, reliability and availability of care for all Oregonians and lower or contain the cost of care so it is affordable to everyone. 

Oregon State Hospital, a Joint Commission and CMS certified public psychiatric hospital, provides psychiatric hospital services and patiential treatment services to persons committed by the Oregon courts as part of the state mental health system.  The Oregon State Hospital is the largest division of OHA with over 2,995 positions across hospital operations.

This position is a key part of Oregon State Hospital's administrative operations, reporting directly to the CFO/COO, under Administration, Finance and Operations.  The Administration, Finance and Operations department guides and oversees administrative, business and site operations across the hospital system.  The sections of this department provide structure and support to direct care operations in the areas of:  safety, security, training and education, technology services, facilities management, general operations, patient financial services, fiscal, budget, data and analysis, and utilization management.    

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:

[bookmark: _Hlk18664906]Serve as the OSH deputy of Site Operations and hold responsibility for providing hospital wide leadership direction, continuity and coordination of critical initiatives impacting OSH sites and operations.  Leads the advancement of initiatives for critical OSH organizational efforts. The position directly oversees Safety, Security, and Facilities and Support Operations, including emergency preparedness. 

	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
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	30%
	R
	E
	Leadership 
· Act on behalf of the CFO/COO to drive OSH priority initiatives that cross over multiple departments and functional areas.  Convene and lead workgroups. 
· Ensure administrative and operational alignment across campuses in support of patient centered services.
· Serve as a key advisor to the CFO/COO and OSH Sr Leadership Team on hospital-wide site operational matters.
· Advise and assist OSH with division, and section goal setting, policy making, and strategic planning.
· Lead programs in a manner encompassing the overall hospital strategic direction and identified priorities.
· Participate in OSH-wide and agency-wide workgroups to establish policies and protocols. Represent OSH as delegate for CFO/COO on Agency workgroups and committees.
· Assist in coordinating activities with other agencies in areas of mutual concern in order to ensure compliance with established policies, objectives, program priorities and applicable laws, rules and regulations.

	15%
	R
	E
	Financial Oversight
· Assist CFO/COO to ensure appropriate controls and level of oversight on all budget activities under the Site Operations section.
· Prepares budget recommendations and ensures appropriate execution at the department level. 
· In conjunction with the Director of Facilities and Support Services, develops and/or verifies budget and plans for hospital-wide construction and/or capital improvement projects.   
· Ensures department directors maintain expenditure accountability to ensure continued operation.

	45%
	R
	E
	Operations Management
· Oversee departments that comprise Site Operations – Safety, Security, and Facilities and Support Operations for OSH.  Provides guidance to department directors on design, implementation, and evaluation of business systems, practices and administrative processes. 
· Ensure coordination across all assigned units to work in collaboration with other departments across OSH.  Identifies opportunities to reduce barriers, identify and mitigate risks, improve efficiency and ensure effectiveness of business processes.  
· Provide management direction on hospital-wide non-clinical operational issues that lie outside of other OSH functional areas.
· Provide oversight of statements of work and business components of contracts and agreements. Review and edit statements of work of personal services contracts, intergovernmental agreements and inter- or intra-agency agreements for clarity and completeness, as well as unintended risks. Serve as contract administrator for cross-section contracts, monitoring and evaluating contractor performance.
· Directs and oversees the development of a full-scale Emergency Management Plan that ensures patient care and safety in the event of a significant emergency. This plan will include a Continuity of Operations Plan (COOP) consistent with Oregon Health Authority and the Governor’s priorities. Oversee the development of reports and management studies related to OSH site operations, resource development and cost recovery to evaluate program activities. Reports findings and recommended changes to CFO/COO and Senior Leadership. 
· Provide consulation and analysis on the short- and long- term implications of operational, policy and programmatic management decisions.

	10%
	R
	E
	Management and supervision
· Perform management and supervisory functions to ensure that work completed by managers and staff meets performance standards established in procedures, policies and law.
· Oversee program projects and tasks, sets goals and deadlines monitors quality and timeliness of work product, assigns and prioritizes work so that tasks are completed timely and accurately. 
· Evaluate and reviews performance, arranges training and employee development to improve employee performance and development. 
· Coordinate the setting of project priorities and work assignments. 
· Develop work procedures consistent with agency policy, review work schedules, monitor work performance to meet established goals and objectives, determine training needs and arrange for such training, motivating subordinates to work effectively, and determine the need for disciplinary action and initiating it. 
· Plan and oversee operational improvement projects.  Develop implementation plans including identification of resource and training needs. Collaborate with stakeholders.
· Provide executive level oversight for large scale and high-profile hospital wide projects.  

	Ongoing
	NC
	E
	Cultural Responsiveness
· Consistently treats customers, patients, consumers, stakeholders, 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 
As an employee of OSH, demonstrates awareness, understanding, and alignment in service delivery with the OHA Core Values of Integrity, Health Equity, Service Excellence, Leadership, Partnership, Innovation and Transparency.

	Ongoing
	NC
	E
	Consistently treat customers, interested parties, partners, vendors, and co-workers with dignity and respect. Create and maintain a work environment that is respectful and accepting of diversity. Set clear guidelines and models expected office professional behaviors. Establish and maintain clear methods for reporting inappropriate actions.



	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 requires the incumbent to work a professional work week where the hours of work fluctuate on a daily and weekly basis. It is subject to fluctuating workloads and priorities with highly complex, sensitive and/or political issues. This position is a key responder in situations requiring emergency response, such as fires, weather hazards, and other facility emergencies. This position is subject to afterhours calls and return to work requests as necessary. 
This position may have occasional contact with individuals experiencing extreme emotional dysregulation that may manifest as physical aggression. Additionally, there may be occasional contact with angry employees, other agency representatives, family members and members of the public. Incidental local and in-state travel is required and incumbent must have a valid driver's license or alternative transportation. Incumbent will spend the majority of time at the OSH-Salem campus, traveling to Junction City campus on a monthly basis. Office duty site is the OSH-Salem campus.
	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
· Oregon Administrative Rules
· State Accounting Manual
· Collective Bargaining Agreement
· Oregon Health Authority Policies and Procedures
· Oregon Department of Administrative Services policies and procedures
· Attorney General's Administrative Law Manual
· Attorney General's Model Public Contract Rules Manual
· Attorney General's Public Records and Meetings Manual
· CRFs – Code of Federal Regulations
· HIPAA
· Office of Management and Budget Circulars – Federal 
· OSH Policy and Procedure Manual


b.	How are these guidelines used?
Assist in formulating policies and establishing priorities and procedures and to establish the parameters for carrying out the duties of this position.	

	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?




	CFO/COO leadership team
	In person; by phone; in writing; virtually
	Collaborate, exchange information 
	Weekly

	OSH Senior Leadership Team
	In person; by phone; in writing; virtually
	Provide information/advise; seek clarification
	As needed

	Directors of Security, Safety and Facilities and Support Services 
	In person; by phone; in writing; virtually
	Assess needs and priorities within program areas, provide direction, problem-solve, remove barriers
	Weekly/as needed

	[bookmark: Text118]OSH staff and managers
	In person; by phone; in writing
	Respond to inquiries, share information, advise
	Daily

	Other OHA managers
	In person; by phone, in writing
	Respond to inquiries, share information, advise, problem-solve
	As needed

	OHA and Shared Services
	In person; by phone; in writing; virtually 
	Share information; seek consultation, coordinate 
	As needed




	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:


This position advises on the strategy, goals and standards for the division's site operations. This includes three departments and approximately 550 staff positions working to secure, protect and operate two large 24/7/365 facilities. 

Key decisions made affect provision of support services and the allocation of the division budget and resources. These decisions have a direct impact on the operational effectiveness of the division ensuring the continued service level budget for funding all critical site operations departments, capital projects, contractors and ultimately the citizens of Oregon.

Through cross agency committees, decisions impact the operations, and potentially the budgets, of OSH programs.

Decision-making centers around, problem solving, policy planning, and setting a tone of direction for subordinate managers revolving around program operational priorities, agency policy setting, available funding levels for site operations, hiring, grievance resolution and operational effectiveness analysis.

	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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	Business Operations Administrator 2
	000000012524
	Verbal/email/telephone
	As needed/daily
	Inform, provide direction and consultation, assessment of quality of work, solve problems and remove barriers

	Business Operations Administrator 2
	000000012524
	In person
	Quarterly
	Performance evaluation





	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	5
	

	
	How many employees are supervised through a subordinate supervisor?
	~550
	

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

	
	[bookmark: Check49][bookmark: Check50]|X| Plan work	|X| Coordinates schedules
[bookmark: Check51][bookmark: Check52]|X| Assigns work	|X| Hires and discharges
[bookmark: Check53][bookmark: Check54]|X| Approves work	|X| Recommends hiring
[bookmark: Check55][bookmark: Check56]|X| Responds to grievances	|X| Gives input for performance evaluations
[bookmark: Check57][bookmark: Check58]|X| Disciplines and rewards	|X| 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 success in analyzing organizational strategy, policy and issues, and formulating appropriate course of action to move forward and/or resolve issues.
Experience establishing vision, strategy, setting long-range administrative direction, and establishing cross agency policies, goals and functional requirements.
Experience in and understanding of state, local and federal government systems and operations.
Demonstrated experience developing and maintaining strong working relationships with executive leaders across multiple disciplines.
Demonstrated experience leading large, complex agency budget requests including bond-financed capital projects. 
Ability to establish direction of project portfolios related to a range of operational projects.
Extensive management and supervision experience.
Experience with the Project Management Body of Knowledge (PMBOK), LEAN principles strongly desired.
Negotiation and facilitation experience required.

	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



	Safety, Security, Facilities and Support Operations departments
	On file with OFS
	GF

	OSH wide (back up to CFO/COO)
	On file with OFS
	GF




	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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