Click here to link to instructions 	All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.


	Page 1 of 5	OHA 0105 11/11
		 	OHA 0105 10/07


	
	[image: ]
	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:

This position is:

	Agency: 	Oregon Health Authority

Division: 	Alcohol and Drug Policy Commission


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

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Executive Support Specialist 1

	b.	Classification No:
	0118
		c.	Effective Date:
	7/13/2022

	d.	Position No:
	000000107722/ PPDB 10166261016626
 
PPDB Position Number 1016626 


	

	e.	Working Title:
	Administrative Assistant 

	f.		Agency No:
	44300
	

		g.	Section Title:
	Alcohol and Drug Policy Commission

		h.	Employee Name:
	

		i.	Work Location (City — County):
	Hybrid - 500 Summer St NE - Salem, OR - 97301

		j.	Supervisor Name:
	Annaliese Dolph

		k.	Position:
	[bookmark: Check34][bookmark: Check36][bookmark: Check37][bookmark: Check38]|X| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check35][bookmark: Check39][bookmark: Check40][bookmark: Check41]|X| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
[bookmark: Check45]|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|_| Yes
[bookmark: Check48]|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 Alcohol and Drug Policy Commission (ADPC) is an independent state government agency that was created by the Oregon Legislature to improve access to evidence-based, evidence-informed and culturally informed substance use prevention, substance use disorder treatment and recovery support services by establishing state policies and holding participating state agencies accountable for carrying out those policies. ORS 430.221(2). The legislature created the ADPC to address substance use disorder by developing aligned policy and funding strategies across state agencies that range from health, human services and education (OHA, ODHS, OHCS, ODE, YDO) to regulatory (OLCC) and public safety (OSP, DOC, OYA).The Commission’s budget and shared services are within the OHA administrative structure but the Commission Director is appointed by the Governor. ORS 430.220 (1).

The Commission has as its purpose, to improve the effectiveness and efficiency of state and local SUD prevention, treatment and recovery services for all Oregonians and is charged with the development, dissemination and implementation of the state’s comprehensive plan to achieve that goal. The ADPC implements the plan through and provides oversight to 14 participating state agencies. It is advised by a Commission, with members appointed by the Governor and confirmed by the Oregon Senate. ORS 430.221.

The ADPC budget sits within OHA and ADPC utilizes certain OHA shared services, like Human Resources, Budget, and Contract and Procurement. This position reports directly to the ADPC Director, who reports to the Governor.



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 purpose of this position is to provide executive and administrative support to the Commission, the ADPC Director and ADPC staff. The Administrative Assistant is tasked with coordinating and providing support for public meetings, committees, internal meetings and work groups as requested including scheduling and the preparation, writing, and distribution of minutes. They are called upon to produce a variety of correspondence, reports, memos, and other information from rough draft with general instructions. This role will also have the repsonsibility of developing procedures, systems, and forms necessary to complete work and ensure efficient flow of information and work. The Administrative Assistant handles information that is sensitive/confidential, schedules meetings, maintains calendars, makes travel arrangements, organizes electronic/paper files, and manages task timelines.

	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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	25%
	NC
	E
	ADPC Board Administrator:
· Coordinate Commissioner nominations, appointments and confirmations, including tracking timelines and board terms, and coordinating with Director to move nominations forward.
· Coordinate appointments, re-appointments and resignations with the Department of Administrative Services.
· Provide support to Commissioners to access Workday and public meetings.
· Schedule Commission meetings, including securing conference room space and logistics for hybrid meetings. May require overnight travel 1-3 times per year.
· Process expense reimbursements and stipends for Commissioners and volunteers.
· Travel Coordinator for Commissioners:
· Arranges travel and accommodations for meetings or special conferences, including compiling an itinerary.
· Ensures that all authorizations and forms are appropriately completed.
· Prepares and submits travel and expense using the TRIPS.
· Research travel options and rates. Secures most economical option or obtains exemption when needed.
· Maintains accurate and complete records for audit purposes.


	50%
	NC
	E
	Executive Support to the ADPC Director and ADPC team:

· Ensures that calendars are kept free of conflicts and/or that a delegate has been assigned when appropriate.
· Proactively researches scheduling conflicts and reschedules non-essential meetings to clear conflicts.
· Assists in scheduling meetings by identifying non-critical meetings that may be rescheduled to accommodate more
time-critical meetings.
· Prepares daily schedules with associated briefing and background material as requested.
· Assists with strategic schedule planning.
· · Tracks items, creates and distributes agendas and public meeting notices for various internal and external meetings.
· Secures appropriate facilities and equipment for internal and external  meetings.
· Prepares and assembles materials for meetings.
· Records and transcribes minutes for approval and public posting.
· Maintains records of meetings for public access and archiving.
· Creates processes and materials for productive operations within their office or unit.
· Among the agency's executive staff and has access to confidential documents on sensitive issues, including personnel actions, financial information and proposed changes to agency policy. This knowledge is essential to perform the day-to-day duties unique to the administrative operations of the agency, by applying and withholding information as appropriate.
· Participates in executive team meetings, including completing assignments made at the meeting and/or following up on action items from prior meetings.
· Anticipates, identifies and resolves problems and recommends solutions.
· Maintains appropriate records for lobbying, ethics reports, human resources, office equipment, audits, and financial recordkeeping.
· .
· Retains back-up documentation. Maintains records in accordance with record retention laws, rules and procedures.
· Opens, scans, and distributes mail, often of a confidential nature.
· Independently drafts correspondence for signature by Director.



	25
	NC
	E
	
Administrative Support:
· Maintains files of correspondence, reports, instructions, guidelines, and similar material frequently referred to.
· Manage small purchase account on behalf of team, including following all relevant guidelines for training, logs and oversight.
· Support contract and grant administration by obtaining payment approvals, processing for payment, and tracking expenditures utilizing standard operating procedures.
· Travel Coordinator ADPC Staff:
· Arranges travel and accommodations for meetings or special conferences, including compiling an itinerary.
· Ensures that all authorizations and forms are appropriately completed.
· Prepares and submits travel and expense using the TRIPS.
· Research travel options and rates. Secures most economical option or obtains exemption when needed.
· Maintains accurate and complete records for audit purposes.






	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 a fast-paced, office environment with frequent interruptions and interactions with many people, including members of the public, partners, staff and leadership at many state agencies. The work requires oral and written communication. Work from home is expected but monthly attendance at in-person meetings is expected.

The regular work schedule is Monday through Friday 8:00AM - 5:00PM and regular attendance is an essential function required to meet the demands of this job and to provide necessary support.



	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 Administrative Rules, Oregon Laws and Revised Statutes, OHA and ODHS Policies and Procedures, DAS Policies, Federal Regulations, desk manuals and best practices.

Administrative assistance is expected to follow ADPC standard operating procedures and also navigate OHA and OHA/ODHS shared services guidelines and procedures.

b.	How are these guidelines used?


Guidelines are used to ensure that administrative assistant is following all agency and state guidelines to ensure that ADPC is in compliance.

	
	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?



	OHA Staff
	Oral and written
	To ask and answer questions, to schedule meetings and to collaborate on financial and administrative processes.
	Daily


	Governor’s Office and other state agencies
	Oral and written
	To schedule meetings and to collaborate on the exchange of information, when necessary.
	As needed

	Local Government
	Oral and written
	To answer questions, to schedule meetings, and to refer to appropriate staff contact.
	As needed

	- Private Industry

- Federal Congressional
Delegation and Staff

- Lawmakers and Staff

- OR Legislative Branch
	Oral and written
	To answer questions, provide information, refer people seeking information to appropriate source.
	As needed

	Stakeholders, Partners, Providers
	Oral and written
	To answer questions, provide information, refer people seeking information to appropriate source, collaborate.
	Daily

	Public
	Oral and written
	To answer questions, provide information, refer people seeking information to appropriate source, collaborate
	As needed





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
· Daily decision in the organization, prioritization, and time management of assigned duties within deadlines.
· Daily decisions in the scheduling and time management of the Director and other team staff.
· Daily decisions in applying appropriate rules and policies.
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	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



	ADPC Director (Government Relations Administrator 1)
	
	Provide guidance, feedback on work projects, suggest improvements, provide expectations or discipline. Individual development planning and review and annual performance review. Critique, suggest improvements, set goals. 

	Bi-weekly check-ins and as needed, quarterly review period.
	Provide guidance, problem solving and support.
To ensure the employee has the tools to achieve their goals.
Provide feedback and discipline as necessary
In person to set performance goals and set performance expectations
Provide formal feedback from manager, peers, and those this position supports.
To ensure the employee is satisfactorily performing duties essential to the position





	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?

	
	[bookmark: Check49][bookmark: Check50]|X| Plan work	|X| Coordinates schedules
[bookmark: Check51][bookmark: Check52]|_| Assigns work	|_| Hires and discharges
[bookmark: Check53][bookmark: Check54]|X| Approves work	|_| Recommends hiring
[bookmark: Check55][bookmark: Check56]|X| Responds to grievances	|_| Gives input for performance evaluations
[bookmark: Check57][bookmark: Check58]|_| 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. 

· General knowledge of proper grammar, punctuation, spelling, capitalization, and sentence structure.
· Basic knowledge of arithmetic (addition, subtraction, multiplication,
division and percentages).
· Basic knowledge of the principles of work organization and simplification.
· Skill in performing a variety of functions at an executive support level requiring decision making within established rules, policies, or procedures.
· Skill in composing routine memos, letters and other correspondence for own or administrative superior's signature.
· Skill in communicating orally with a variety of people at all levels.
· Skill in making independent judgments and decisions concerning a course of action to be taken.
· Extensive personal computer skills, including skill using Microsoft (MS) Word, MS Excel, MS PowerPoint, MS Outlook, Teams and Zoom. 
· The ability to work collaboratively in a team setting and independently.
· Excellent customer service and communication skills.
· The strong ability to multi-task and respond with good humor and humility.
· The ability to apply critical thinking required for decision making within established rules, policies, procedures, or guidelines.
· The ability to demonstrate initiative and independent judgment on an on-going basis.
· Ability to coordinate work activities with competing deadlines.
· Ability to maintain confidentiality of agency records and the ability to learn agency programs, operations, policies and procedures.

All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be 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



	
	
	

	
	
	

	
	
	




	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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