Click here to link to instructions 
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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

1/2/2022
This position is:

	Agency: 
Oregon Health Authority
Division: 
Oregon State Hospital
                     New   
X  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:
	Business Operations Administrator 1
 

	b.
Classification No:
	X7082
	
c.
Effective Date:
	

	d.
Position No:
	000000007443
	

	e.
Working Title:
	Junction City Campus Administrator

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Office of the Superintendent

	
h.
Employee Name:
	

	
i.
Work Location (City — County):
	Junction City, Lane

	
j.
Supervisor Name:
	Dolores Matteucci, Superintendent

	
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.
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. 

OHA values service excellence, leadership, integrity, health equity, partnership, innovation and transparency.
OHA’s single overarching goal is to eliminate health inequity in Oregon by 2030.

Oregon State Hospital 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 is led by a Superintendent and the Executive Team. Organizationally all positions ultimately report to these six individuals, and they are responsible across both campuses. 

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 Junction City Campus Administrator acts on behalf of the Superintendent to serve as the primary point of contact and accountable administrator to ensure alignment with executive team priorities at the Junction City campus. This position provides a consistent campus presence to ensure coordination of organizational direction across departments, provide clear and consistent communication across the Junction City community, and regularly updates the executive team. This person will focus on ensuring consistency with the Salem campus (unless otherwise declared) related to executive team priorities, regulatory compliance activities and implementation of policies and procedures. They will serve as the official administrator for campus licensing and act as such when the Junction City campus undergoes surveys, audits, and Joint Commission accreditation. Serves as a key advisor to Executive Team regarding the status, needs and accomplishments of Junction City. 
The Campus Administrator embeds the OSH mission, vision, and values of the organization into their work decisions and models productive and professional behaviors. 

	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%
	R
	E
	Leadership 

· Act on behalf of the Superintendent to drive OSH priority initiatives that cross over multiple departments and functional areas, providing clinical, administrative, and operational support. Provide clear and consistent communication.
· Serve as a key advisor to Executive Team regarding the status, needs and accomplishments of Junction City.

· Ensure alignment across campuses. Make time sensitive decisions that affect the well-being of patients, staff, and the public.
· 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.

· Assist in coordinating activities to ensure compliance with established policies, objectives, program priorities and applicable laws, rules, and regulations.
· Foster team cooperation, build trust among the Junction City community and maintain a commitment to team goals.

	35%
	R
	E
	Operations Management

· Provides leadership coordination and guidance on design, implementation, and evaluation of OSH initiatives and priorities. 
· Ensures coordination and collaboration across all campus departments.  Identifies opportunities to reduce barriers, identify and mitigate risks, improve efficiency, and ensure effectiveness of business processes. 

· Provide consulation and analysis on the short- and long- term implications of the administrative, policy and programmatic management decisions.
· Be available during non-business hours of the campus to serve as a point of contact for the executive team Administrator on Duty.
· Ensure compliance with all applicable federal, state, and local laws, regulations, and standards.

· Supports continuous survey readiness and meets the standard requirements. 

· Takes necessary action to coordinate resolution of problems, issues and concerns presented by agencies, advocates, family members or others in a timely manner.

· Supports problem-solving and decision-making at an appropriate level.

	15%
	R
	E
	Communication
· Provides a consistent campus presence delivering clear and consistent communication across all areas.
· Provides notification to the Superintendent, and other members of the OSH Executive Team, of high-risk issues and implements follow-up and risk reduction strategies as needed to resolve issues.
· Shares appropriate information internally and externally.
· Provides regular updates to the OSH executive team.
· Remains visible and approachable.

	10%
	R
	E
	Project Management

· Coordinate and communicate operational improvement projects. Collaborate with stakeholders.
· Provide executive level oversight for large scale and high-profile hospital wide projects on the Junction City campus.  

	Ongoing
	N
	E
	Customer Service
· Consistently treats customers, stakeholders, partners, vendors and co-workers with dignity and respect. Maintains a work environment that is respectful and accepting of diversity. Models expected office professional behaviors.
Cultural Competence

· Promotes and fosters a diverse workforce and discrimination/harassment-free workplace. 
· Recognizes value of individual and cultural differences; creates work environment where individual differences are valued.
· Consistently treats customers, stakeholders/partners, co-workers with dignity and respect.
· Values diverse viewpoints.
Core Values

· Demonstrates awareness, understanding and alignment with OHA Core Values 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.
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, in an attempt, to establish personal safety. Local and in-state travel is required, particularly travel to both campuses.  Primary work location is the Junction City 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?


	Junction City (JC) staff 
	In person; by phone; in writing
	Communicate and coordinate OSH priorities focusing on JC involvement, coordinate actions, problem solving and collaboration to ensure success
	Daily

	Junction City management team
	In person; by phone; in writing
	Problem-solve, collaborate, exchange information 
	Weekly

	OSH Executive Team
	In person; by phone; in writing
	Communicate JC campus alignment across bodies of work in support of OSH initiatives and priorities
	Weekly

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

	DOJ
	In person; by phone; in writing
	Assistance with legal issues, consultation, share information
	As needed

	
	
	
	


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position serves as the campus administrator for the Junction City campus coordinating clinical, administrative and support services necessary to ensure safe and effective clinical and administrative operations of the facility.
This position serves to coordinate and communicate OHA/OSH strategic initiatives and goals, providing linkages across work areas and bodies of work.

Decision-making centers around the unification of work across the Junction City campus in alignment with OHA/OSH initiatives and priorities. Key decisions made affect the management of the campus. These decisions have a direct impact on clinical and operational performance. Decision-making focuses on problem solving, policy and resource planning, and establishing coordinated direction of cross-functional prioritized work, organizational culture and climate supporting the OHA transition to an anti-racist agency.
	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


	OSH Superintendent
	1005820
	Verbal/email/telephone
	As needed/daily
	Inform, provide direction and consultation, assessment of quality of work, solve problems and remove barriers

	OSH Superintendent
	1005820
	In person/verbal/
	Quarterly
	Performance reviews


	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	1
	

	
	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

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 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 direction, and establishing supportive 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.

Extensive management and supervision experience.
Negotiation and facilitation experience desired.
	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


	Junction City
	Delegations on file
	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

	
	
	
	

	Employee Signature
	
	Date
	

	
	
	
	

	Supervisor Signature
	
	Date
	

	
	
	
	

	Appointing Authority Signature
	
	Date
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