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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date: 
6/25/2023

This position is:

	Agency: 
Oregon Health Authority
Division: 
Oregon Public Health Division
 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:
	Program Analyst 2

	b.
Classification No:
	C0861
	
c.
Effective Date:
	7/01/1987

	d.
Position No:
	
	

	e.
Working Title:
	EMS & Trauma Data Systems Coordinator 

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Health Care Regulation and Quality Improvement/EMS & Trauma Systems

	
h.
Employee Name:
	

	
i.
Work Location (City — County):
	Portland - Multnomah

	
j.
Supervisor Name:
	Amani Atallah 

	
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.

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. The agency is comprised of eight divisions: Agency Operations, Equity and Inclusion, External Relations, Fiscal and Operations, Health Policy and Analytics, Health Systems, Oregon State Hospital and Public Health. The Oregon Health Policy Board (OHPB) serves as the policymaking and oversight body of OHA and is responsible for working towards comprehensive health reform in our state. The nine-member board is comprised of community members from across the state who have an interest in health and health care and have strong relationships with the communities they represent. 
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.
To fulfill OHA’s vision and mission, the agency is developing a strategic plan with a single overarching goal: eliminate health inequities in Oregon by 2030. 

OHA definition for Health Equity:

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.

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

The Office of the State Public Health Director

The Office of the State Public Health Director (OSPHD) guides the strategy, operations, and policy of public health programs within the division, and assures an effective and coherent public health system for Oregon. This includes extensive interactions with a range of state and local agencies and organizations, health care providers, federal agencies, and the private sector.

The Division’s work affects all Oregonians. Many of the programs overseen by the Office of the State Public Health Director are administered in collaboration with Oregon’s 34 local health departments, healthcare systems and partners. The Division has approximately 700 FTE and is responsible for oversight of $524.3 million biennially.

Under the leadership of the Office of the State Public Health Director, the Division is organized by three centers: 
The Center for Health Protection 

This center includes programs that work with healthcare facilities and licensing and environmental health and regulation. Programs in this center touch every hospital, drinking water system, and restaurant in Oregon, and this represents an incredible opportunity for us to ensure we are protecting health in creative and innovative ways. 

The Center for Prevention and Health Promotion 

This center houses community-oriented prevention and clinical prevention services. The work of this Center is key to our work with Coordinated Care Organizations as well as with community partners to prevent disease and injury and promote good health.

The Center for Public Health Practice 

This center groups programs related to working with county public health departments, particularly related to communicable disease control. Also included in this center are: Oregon State Public Health Laboratory, the Office of Health Statistics, and the Immunization Program. 

The Health Care Regulation & Quality Improvement Section (HCRQI) is part of the Center for Health Protection. This Section is statutorily mandated to regulate, inspect, license and/or provide Medicare/Medicaid Certification or some other form of approval for the following entities and individuals:      

-
Ambulatory Surgical Centers

-
Birthing Centers

-
Comprehensive Outpatient Rehabilitation Facilities

-
Dialysis Facilities

-
Home Health Agencies

-
Hospice Agencies

-
Hospitals

-
In-Home Care Agencies

-
Outpatient Physical and Speech Therapy Agencies

-
Portable X-ray Providers

-
Rural Health Clinics

-
Special Inpatient Care Facilities

-
Health Facility Design & Construction Plans Review

-
Ambulance Service Agencies

-
Trauma Hospital Designations

-
Emergency Medical Services (EMS) Providers

The Emergency Medical Services and Trauma Systems program is responsible for the development and regulation of statewide programs and systems that provide emergency and definitive care to victims of sudden illness and traumatic injury. Additionally, the program has been charged specifically with the development and regulation of programs and systems for facilities providing care to pediatric victims of acute illness and injury. The program assures the delivery of prehospital care through the coordination of licensed EMS agencies, ground, air, and related entities such as public safety communications centers. The Oregon Trauma System consists of specially designated hospitals providing specialized trauma care, a network of state and regional advisory boards on trauma care, and a comprehensive monitoring and quality assurance program which includes the Oregon Trauma Registry. Activities of the program include accreditation of prehospital care training programs; the licensing and regulation of EMS personnel, licensing and inspection of ambulances and ambulance services; establishing standards, procedures, and relationships for the interaction of EMS system components; medical aspects of disaster preparedness; periodic surveys of trauma system hospitals; operation of the trauma registry including the collection and analysis of data, facilitating regional and statewide trauma system planning and operation; development, implementation and evaluation of education and guidelines for the care of critically ill and injured children; and establishing standards, procedures, and relationships for the interaction of EMS system components. Together these components contribute directly to the Divisions mission of reducing morbidity and mortality from injury and disease.
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 program analyst 2 administers the EMS & Trauma Data Systems unit by developing and implementing the program budget, managing fiscal matters relating to contract administration, managing vendor partnerships for EMS and Trauma databases, providing end user support and technical assistance for data systems, and conducting training on system use. The PA2 researches and develops or revises program procedures to manage the complete program. 
	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


	50
	R
	E
	Program Administration
· Manages program’s data system contracts including budget reconciliation, invoice accountability, and contract terms.

· Monitors data systems vendors to assess the quality and effectiveness of services, take action with data systems vendors to correct deficiencies and improve services to target populations.
· Coordinates with program staff and vendor to complete review of data standard changes, and vendor implementation of updates.

· Researches and recommends new or more cost-effective data system vendors.  

· Monitors program budget and expenditures and develops fund disbursement formulas.

· Researches and recommends program-related grant opportunities and oversees distribution of grant funds. 

· Identifies and arranges program resources to streamline processes.
· Performs and coordinates data system account audits.
· Coordinates response to end user support requests.

· Coordinates end user communications (routine and emergent).

· Develops and maintains data team external communications plan.

· Facilitates coordination, scheduling, and agenda of data workgroups.

	30
	R
	E
	Program Monitoring and Performance Improvement
· Collaborates with unit staff to evaluate program needs, improvements, and progress.
· Collaborates with other PHD programs to learn best practices for program and process improvement.
· Forecasts program information technology needs and makes recommendations to managers regarding future system upgrades.

· Coordinates and collects program data and evaluates against program goals and objectives. 

· Leads program performance improvement projects.

· Prepares written reports based on program findings and recommends methods to improve program outcomes. 

	15
	R
	E
	Program Representation 
· Develops and maintains training program materials for end users of the Oregon EMS Information System (OREMSIS),  Oregon Trauma Registry (OTR) data systems, and  any future  data systems . 

· Interprets and explains relevant program policies, regulations, Oregon Revised Statutes, and Oregon Administrative Rules to end users.

· Develops and maintains public-facing online calendar of training opportunities available to EMS agencies and trauma centers.

· Conducts in-person and virtual training for end users of OR-EMSIS, OTR data systems, and any future data systems. 
· Arrange for public presentations and coordinates training workshops.

· Documents, tracks, responds, and organizes requests for technical assistance. 

· Maintains up to date contact lists for program partners.

	5
	NC
	E
	Other duties as assigned

	At all times
	R
	E
	Demonstrate recognition of the value of individual and cultural differences; create a work environment where talents, abilities and experiences of others are valued. Consistently treats Tribes, community members, partners, co-workers, vendors, patients and consumers with dignity and respect. Create and maintain an inclusive environment for all staff. 

	Ongoing
	R
	E
	Commitment to ongoing personal and professional development on the topics of anti-racism, elimination of health inequities, trauma-informed and resiliency practices, social determinants of health and equity, universal accessibility and development of diverse and inclusive work environments. Participation in equity focused trainings, resource groups, and workgroups. 


	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.
Portions of this role may be conducted remotely with full access to the needed operating systems and technology. There are times that work will need to be conducted onsite. On site work occurs in a standard office environment or to trauma centers or EMS agencies for training and technical assistance.

	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

· OHA Policies and Procedures
· EMS & Trauma Systems Policies and Procedures

· Variety of guidelines, standards, orders, practices and manuals from governing agencies: US Department of Transportation, The National Highway Traffic Safety Administration, Oregon Occupational Safety and Health Administration, American College of Surgeons, National Registry of EMTs, Federal Emergency Management Agency and the Oregon Medical Board. 
b.
How are these guidelines used?

These are essential resource documents to this position. These materials are used to govern operations coordinated, processes performed, and administrative practices applied by the incumbent within the Office and Section. These guidelines are used to design, direct, and prioritize activities to meet program goals, improve regulatory compliance of health care facilities, and providers, and to protect and improve health care outcomes. These guidelines also promote consistent and equitable application of the regulatory activities of the Section and permit the program to collaborate and coordinate activities with other agencies and operations such as law enforcement and the State Fire Marshal, and other state and federal agencies. 
	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?


	PHD and OHA Staff, primarily EMS and Trauma Staff
	In person/phone/email/ virtual meeting
	Collaboration, problem solving, consultation
	Frequently

	Data Systems Vendors 
	In person/phone/email/ virtual meeting
	Collaboration, project updates, problem solving, consultation 
	Frequently

	Hospitals and EMS transporting and non-transporting agencies 
	In person/phone/email/ virtual meeting
	Consultation, problem solving, technical assistance, education/training 
	Frequently 

	EMS & Trauma Advisory Boards, including ATABs
	In person/phone/email/ virtual meeting
	Collaboration, data collection, presentation 
	As Needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position will be making program improvement decisions that will impact internal staff and external partners. 
This position will be making decisions on the materials that are disseminated and their presentation when representing the OHA EMS & Trauma Systems program through interactions with vendors, hospitals, and EMS agencies.

These decisions’ effects will have signific influence on maintaining positive and effective relationships with internal staff and external partners. 
	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


	RA 4 Lead
	C1118
	In person, virtual meetings, phone, email
	Weekly and as needed
	To ensure work aligns with PD, program mission and vision, and data strategic plan  

	CM1
	C7145
	In person, virtual meetings, phone, email 
	Bi-weekly 1:1 and as needed
	The purpose of the review is to assure coordination, prioritize activities and comply with policy


	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	0
	

	
	How many employees are supervised through a subordinate supervisor?
	
	

	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.
Registration in the Health Alert Network (HAN) to receive important public health alerts and emergency notifications.
This position requires a valid drivers license. 

General knowledge of:
Emergency Medical Services or experience in Emergency Medical Services

Principles of data science  
Business and management principles involved in planning, resource allocation, leadership technique, production methods and coordination of people and resources.
Principles and processes for providing customer and personal services such as customer needs assessment, meeting quality standards for services, and the evaluation of customer satisfaction.
Principles and techniques of training individuals and groups and the measurement of training effects.
Principles and methods of data collection, analysis and evaluation.
Common business record keeping methods.
Automated data systems and associated software such as spreadsheets, word processing, and databases.
Structure and content of the English language including the meaning and spelling of words, rules of composition and grammar.
Human behavior and performance; including individual differences in ability, personality and interests; learning and motivation.
Media production, communication and dissemination techniques and methods including alternative ways to inform through written, oral and visual media.

Basic knowledge of:
Methods and techniques of building community or business alliances and partnerships to leverage resources.
Principles, methods and techniques of community program development, implementation and monitoring.
Methods and techniques of grant writing.
Funding and grant sources related to the program area of assignment.

Skill to:
Apply the principles and processes of administering a service-based program.
Monitor and evaluate program operations typical to the area of assignment.
Talk to others to effectively convey information.
Actively look for ways to help people.
Give full attention to what other people are saying, take time to understand the points being made, ask appropriate questions, and not interrupt at inappropriate times.
Motivate, develop and direct people as they work and identify the best people for the job.
Communicate effectively in writing for the needs of the audience.
Use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
Decide how money will be spent to get the work done and account for those expenditures.
Identify complex problems and review related information to develop and evaluate options and implement solutions.
Select and use training or instructional methods and procedures appropriate for the situation when learning or teaching new things.
Manage one's own work time and the time of others.
Identify measures or indicators of system performance and the actions needed to improve or correct performance, relative to the goals of the system.
Persuade others to change their minds or behavior to accomplish program objectives.
Consider the relative costs and benefits of potential actions to choose the most appropriate one.

	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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