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

	[image: Diagram

AI-generated content may be incorrect.]
	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
10/01/2026


This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check8]|_| New 		|X| Revised
	[bookmark: Check1]|X| Classified
|_| Unclassified
|_| Executive Service
[bookmark: Check4]|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Accounting Technician

	b.	Classification No:
	C0212
		c.	REPR Code:
	OAI

	d.	Position No:
	WD: 55532; PPDB: *******
	

	e.	Working Title:
	Accounting Tech

	f.		Agency No:
	44300
	

		g.	Section Title:
	CFO/COO--Finance and Administrative Operations

		h.	Employee Name:
	***

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

		j.	Supervisor Name:
	Sarah Connally

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

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
|_| Professional
|_| Administrative
|_| Computer
	m.	Eligible for Overtime:
	[bookmark: Check47]|X| Yes
[bookmark: Check48]|_| No
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	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 (OSH) 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 partners and communities to protect and promote the health of all Oregonians
· Seeking, learning from, 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.


Oregon State Hospital (OSH), overseen by the Oregon Health Authority, is a Joint Commission and Centers for Medicare and Medicaid Services (CMS) certified psychiatric hospital with campuses in Salem and Junction City. The division operates a 16-bed Secure Residential Treatment Facility (SRTF) in Pendleton. OSH is OHA’s largest division, employing more than 2,900 staff and serving over 1,800 people annually.

OSH provides evidence based, patient centered psychiatric treatment to a clinically complex population in a safe, therapeutic environment. Within this setting employees are expected to collaborate effectively, demonstrate empathy, and conduct themselves professionally while upholding the hospital’s recovery focused mission.

Every position supports OSH’s vision to inspire hope, promote safety, and support recovery for all.

Section/unit description:

Oregon State Hospital (OSH) provides therapeutic, evidence based, patient centered treatment focused on recovery and community reintegration, all in a safe environment.

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:
This Accounting Technician position is part of the Business Services Department’s Accounting and Banking Office at the Oregon State Hospital (OSH). The Accounting and Banking Office delivers essential fiscal and patient banking support services for the hospital, including Accounts Payable, Accounts Receivable, contract and purchase‑order payment processing, transaction documentation, and petty cash operations, while also assisting with general office coverage needs. This position primarily supports the Trust Desk within the Business Office.
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	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

	85%
	
	E
	Trust Duties
· Provides trust account banking services for more than 500 OSH patients. Completes new account setups and processes withdrawals, transfers, and deposits in Avatar and QuickBooks. Coordinates with clinical staff in Salem and Junction City to ensure secure transport of patient funds in alignment with OAM and OSH cash‑control policies. Produces daily checks through QuickBooks and mails them according to patient requests. Maintains banking desk cash controls in compliance with OAM and other governing policies and works with the manager or lead to reconcile cash drawer overages and shortages. Calculates daily patient withdrawals from the cash drawer and prepares replenishment checks.
· Coordinates pickups and deliveries of deposits and cash disbursements with Loomis, US Bank, and the Junction City shuttle. Balances source withdrawals, deposits, voids, and adjustment documents with Avatar, AVRO, and QuickBooks reports, resolving discrepancies by collaborating with the manager or accounting staff to prepare necessary corrections. Adjusts patient account balances in Avatar to ensure accuracy. Prepares deposits received from Patient Financial Services. Works with other OSH units to deliver accounting and banking services consistent with OSH and OAM policies. Coordinates with the petty cash accountant and clinical staff to transfer discharged patient funds. Manages bi‑monthly payroll processing for more than 150 patients in collaboration with the petty cash accountant. Reviews US Bank statements and posts monthly interest allocations to patient accounts. Partners with the petty cash accountant to research and resolve stale trust checks and facilitate transfer of stale amounts to the Oregon Land Board. Ensures continuity of trust desk operations by coordinating coverage with the backup trust accountant.


	10%
	
	E
	Petty Cash Duties (Back up)
· Performs all functions of the RF/Petty Cash desk, including:
· Counting deposits, issuing receipts, answering phone calls, and assisting staff who come to the office for patient‑related needs or other support requests.
· Collecting, sorting, and distributing daily incoming mail.
· Ensuring daily cash‑control requirements are met through accurate tracking, documentation of receipts, processing advances and petty cash requests, and matching incoming deposits with supporting documentation. Tracks and records daily transactions.
· Following established procedures and policies, recommending efficiency improvements to the office manager, and collaborating with office staff to answer questions, provide backup coverage, and support smooth office operations.
· Finalizes folders by sorting documents, filing, requesting missing documentation, and conducting necessary follow‑up. 
· Completes patient payroll calculations and prepares payroll batches for entry into Avatar.
· Provides backup support to the accountant or technicians for the annual Land Board transfer process.

	5%
	
	E
	Daily Cash Drawer Balancing, Deposit preparation:
· Works collaboratively with other accounting technicians to perform end‑of‑day cash‑control balancing for both the trust and petty cash drawers and to prepare corresponding deposits. Provides backup support to the Manager or Accountants by signing daily trust checks and maintaining accurate tracking of check numbers for internal control purposes. These duties require daily on‑site presence, as both the trust and petty cash desks operate on‑site.
Preparation of Patient Payroll:
· Calculates patient payroll and prepares documentation for payroll entry into the Avatar system. Accesses the system remotely or on‑site on the 1st and 15th of each month to process payroll for more than 100 patients. Assists with patient payroll by performing peer review of electronic payroll files for Salem, Junction City, and Pendleton Cottage training programs to ensure accuracy and compliance.
Monitoring the Vault for Checks Requiring Disposition
· Shares responsibility with other staff to monitor the Accounting Office vault to identify checks requiring disposition in accordance with OAM Chapter 10 internal control requirements. Ensures timely processing of checks that must be mailed to vendors based on PDT designation or otherwise managed according to established procedures. This work requires daily on‑site presence due to the vault’s location within the accounting office.

	Ongoing
	
	E
	Customer Service

	Ongoing
	
	E
	Cultural Competency and Diversity


	Ongoing
	
	E
	Core Values






	
	Page 1 of 5	OHA 0105 (03/26), recycle prior
Level 3 - Restricted

	
	Page 5 of 6	OHA 0105 (01/25), recycle prior [OSH]
	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
These duties require regular on‑site work and involve the following ongoing working conditions:

1) Works in coordination with other Accounting Technicians to complete end‑of‑day cash‑control balancing for the patient trust and petty cash drawers and to prepare daily deposits. This requires consistent in‑office presence at the OSH Salem campus and involves frequent use of standard office equipment, prolonged periods of sitting or standing while performing data entry, and handling cash and documents requiring fine motor skills.
2) Shares responsibility for monitoring the vault located in the Accounting Office and processing checks that must be sent to vendors based on PDT designation or otherwise dispositioned according to established procedures. This task requires physical access to the vault, the ability to lift and carry deposit bags or files weighing up to approximately 20 pounds, and working in a secure environment where precise attention to detail is required.
3) Provides backup coverage for the Business Office and Petty Cash Technician, which may occur on a regular basis and often requires in‑person support. This includes frequent interruptions, multi‑tasking, and responding to staff needs at a customer‑service counter or over the phone.
4) Collaborates with coworkers and the manager on complex issues or process improvements that cannot be fully addressed through remote technology, necessitating in‑office interaction. This requires verbal communication, participation in team discussions, and the ability to concentrate in a shared office space with moderate ambient noise.
5) Processes outside medical and other transactions that include protected information. The nature of these materials requires secure handling within a controlled office environment and cannot be completed exclusively through digital or remote means. This includes daily computer work, viewing detailed financial documents, and maintaining visual accuracy when reviewing sensitive information.
a.	List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.
DHS/OHA Policies and Procedures, Oregon Accounting Manual
SFMA System Procedure Manuals
Oregon Buys Procedures
Oregon Revised Statues (ORS179-Administration of State Institutions)
Oregon Administrative Rules (OAR 309-012-0030 through OAR 309-012-0035 and OAR 309-012-
0100 through OAR 309-012-0115)
Medicare Claims Processing Manual (100-4)
HIPAA rules and standards (45CFR Part 160 and Part 164)
Federal Regulations (CM/HHS, Federal Register)
OSH Operating Policies & Business Office Procedures
Center for Medicare and Medicaid Services rules, regulations, and procedures
Governmental Accounting Standards Board (GASB) Standards
Code of Federal Regulations
OMB Uniform Guidance
Accounting office OneNote desk manual
Internal Revenue code (IRC)
DAS, OHA and OSH procurement rules
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b.	How are these guidelines used?
These guidelines are primarily referenced to ensure financial operations are compliant with a variety of Federal, State and industry specific rules and regulations.
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	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/DHS/OHA Employees
	Teams chat, Teams Meetings, Phone, In Person, E-mail
	Gather and disseminate information related to Accounting and Banking operations. Discuss financial transactions and resolve issues
	Daily


	Vendors, Stakeholders
	Teams Meetings, Phone, In Person, E-mail
	Information resources, respond to questions, resolve payment and other questions that arise. 
	Weekly

	Other State Agencies
	Teams chat, Teams Meetings, Phone, In-Person, E-mail
	Information resources, respond to questions, resolve problems
	As Needed


	Federal/State/Internal
Auditors
	Teams chat, Teams Meetings, Phone, In-Person, E-mail
	Information resources, respond to questions, resolve problems
	As Needed

	OSH Patients
	Phone
	Respond to inquiries related to their Trust banking, exception purchases, and patient payroll
	As Needed





Level 3 - Restricted

	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions.
This position is responsible for maintaining accurate historical financial data that supports decisions related to fiscal resource management and ensures the integrity of internal controls necessary for reliable accounting and record‑keeping.

Typical decisions include performing reconciliations, addressing payroll tax and payroll processing concerns, and managing unclaimed property remittance. The position also verifies patient requests by reviewing signatures, historical transaction patterns, and communicating with unit staff as needed to ensure accurate and timely processing. Decisions are made by analyzing complex information and ensuring compliance with GAAP, CMS accounting and reporting standards, the Oregon Accounting Manual, state and federal regulations, and DHS/OHA Office of Financial Services policies. In some cases, decisions require additional review by a manager or lead.

Decisions are made daily while interpreting state and federal regulations, the Oregon Accounting Manual, and Generally Accepted Accounting Principles to ensure adherence to established policies. The position determines the proper application of state and federal audit requirements and contributes to reducing agency audit risk. Failure to comply with these standards could result in audit findings at the state or federal level.

Routine transactional decisions are typically made independently after evaluating relevant information and generally do not require managerial review. The position also makes decisions related to in‑person staffing coverage for the office and collaborates with the Manager when adjustments to scheduled work times for technicians are necessary.

Level 3 - Restricted
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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

	Accounting Manager 1
	000000020309

	Daily in office work is evaluated by the manager by use of daily Teams chat, Teams meetings, e-mails, and phone conversations with the Accounting Technician to discuss progress, workload, accounting issues, staff coverage, and other operational concerns.
The manager meets regularly, as needed, with the staff via Teams meetings or in person to discuss as a group performance, planning, projects, and operational concerns. The manager meets with the Accountant who reviews work in SFMA of the Technicians to discuss workload distribution, error rates, and which staff members have capacity to shift responsibilities as needed.
	At least once per month the entire office, then daily, weekly, or as needed with individual staff.
	Office operations, individual work, processes, or checking in 
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	SECTION 9. OVERSIGHT FUNCTIONS	 (Supervisory positions only)

	a.
	How many employees are directly supervised by this position?
	[bookmark: Text109] 0 
	

	
	How many employees are supervised through a subordinate supervisor?






	[bookmark: Text110] 0 
	

	
	

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

	
	[bookmark: Check49]|X|  Plan work	|_|  Coordinates schedules
|_|  Assigns work	|_|  Hires and discharges
|_|  Approves work	|_|  Recommends hiring
|_|  Responds to grievances	|_|  Gives input for performance evaluations
|_|  Disciplines and rewards	|_|  Prepares and signs performance evaluations
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	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.

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
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	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.




	
	Page 1 of 6	OHA 0105 (01/25), recycle prior [OSH]
Level 3 - Restricted

DAS Form – 2006 (Rev 2024)			Page 1 of 4Level 3 - Restricted



	SECTION 12. SIGNATURES

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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