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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

July 2024
This position is:

	Agency: 
Oregon Health Authority
Division: 
Agency Operations
 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:
	Senior Human Resources Analyst 3 

	b.
Classification No:
	X1322
	
c.
Effective Date:
	     

	d.
Position No:
	
	

	e.
Working Title:
	Talent Acquisition Consultant

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Office of Human Resources

	
h.
Employee Name:
	Vacant

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

	
j.
Supervisor Name:
	Minnie J McCloud-Walker

	
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.

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 redistributing of resources and power; and recognizing, reconciling, and rectifying historical and contemporary injustices.” OHA’s 10-year goal is to eliminate health inequities.
The Agency Operations 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 stakeholders and communities to protect and promote the health of all Oregonians

· Seeking, listening to, 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.

The Office of Human Resources (OHR) provides leadership for the development, execution, and management of the human resources program to ensure the Department builds and retains a highly skilled and diverse workforce.  In coordination with the agency divisions OHR provides human resource programs and policies developed to support and enhance the OHA mission.

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 Talent Acquisition Consultant will serve as an internal consultant to managers, leaders, recruiters and key thought partners/or stakeholders on Talent Acquisitions/recruiting processes, workforce management and a strategic HR partner for agency divisions. The Talent Acquisition Consultant will provide professional expertise in all areas of sourcing, recruiting, selecting and retaining talent within OHA. The Talent Acquisition Consultant will assist the business in strengthening Oregon Health Authority image as an employer of choice while supporting equity, diversity and inclusion projects and objectives. This position will build and foster an employment brand that attracts key talent, maintains candidate slates and pipelines, and talent communities. It will serve as the executive recruiter and/or oversee the executive recruitment process. It will take active steps to optimize the organization structure, culture and retention strategies. 
	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
	
	
	Talent Acquisition Strategy 
· Partners with division leadership and managers across the agency to develop workforce plans to meet current and future staffing goals and drive a diverse and equitable workforce.

· Provides leadership to drive direction and synthesis of the new applicant experience. Calibrate, collaborate and create innovative ways to maintain success factors and best practices that will be solution focused. 
· Builds and manages productive relationships and partnerships influencing trust as a knowledgeable talent acquisition consultant.

· Partners with Recruiters and other HR professionals in evaluating, developing and enhancing relevant tools and resources to support equitable recruitment and interview processes.
· Works across the organization to maximize Talent Acquisition/Recruiting diversity, equity and inclusion (DEI) efforts. Builds and strengthens diversity and recruiting competence within talent acquisition among teams and hiring managers.
· Be available for supporting OHA Executive Recruitment either as the point of contact or serve as the primary Executive Recruiter. 

· Identifies complex OHA workforce retention and development issues and works to resolve policy and procedure constraints.
· Provides independent and proactive leadership on workforce management strategies, organizational design and development, management and leadership practices to align the workforce with established division objectives with broad impact. 
· Evaluates recruitment programs and processes to draw the link between diversity and equity initiatives to the business strategy and measurable results. Serve on various workgroup to foster policy development and workforce initiatives implementation
· Utilizes various communication platforms to educate/train recruitment staff, and agency leadership on strategic talent acquisitions best practices that support succession and workforce planning. HR topic examples include but are not limited to compensation philosophy, employee engagement, organizational design and return on investment etc.

· Plan and develop process strategies in support of OHA integrative recruitment and retention efforts



	20
	
	
	HR Analytics, Projects and Consultation

· Identifies and utilizes HR metrics (dashboards) to assist senior leadership in identifying gaps within their division and providing recommendations to align retention strategies to efficiently meet goals, objectives and workforce management initiatives.

· Establishes, measures and reports key HR metrics to monitor trends, resource utilization and overall Talent and Culture effectiveness within the agency.
· Develops organizational development plans to capture business needs. Consults with senior managers to drive organizational development efforts using human capital analytics.
· Partners with leaders to provide counsel during reorganizations, restructurings, and downsizing workforce and succession planning efforts when necessary.
· HR Projects-Initiate recruitment/retention projects based on current/future state supported by data that will drive improvement and change management strategies. Serve in collaboration and calibration with equity workgroups to implement improvement strategies.
· Utilizes data to address gaps in talent acquisition services by identifying current state and implementing change management practices to address concerns. Serve as an HR Project Manager.

	20
	
	
	Integrated Policies and Equity Standard Practices
· Identifies global tools to drive talent retention, equitable policies/procedures for leadership and career development succession planning.
· Collaborates and partners on retention objectives and strategies that support the employee. 
· Works across the agency to collaborate/partner on retention techniques and practices.
· Create policies and procedures  and seek opportunities to improve practices, identify gaps as part of continuous plan.

· Drives intervention techniques for resolving conflicts regarding practices amongst multiple key stakeholders with conflicting views as they relate to equity policy implementation.
· Respond to grievances and defend equity-based decisions regarding recruitment decisions, and processes alleged by internal employees and external applicants on behalf of Strategic Workforce HR Managers.
· Supports the adoption and implementation of OEI management recruitment training tools; and creates mechanisms for continuous improvement and enhancement.  

· Assists recruiters on how to develop effective workforce support strategies/procedures for their customers including Search Advocacy Training tools
· Resolves complex recruitment issues and informs Sr Manager of decisions as needed.

· Works with the Strategic Workforce HR Manager in developing planning and documenting agency policies/procedures on Workforce Planning.

	10%
	
	
	Relationship Management
· Develops, partners, enhances and maintains professional relationships with diversity organizations to foster inclusion and considers ethnicity, gender and other dimensions of diversity.

· Collaborates with staff on sourcing, directs recruiting and networking methods as required.
· Be proactive in resolving conflict that will influence trust and partnership.

· Develops trainings and presentations that will enhance  organizational recruitment and retention strategies. 

	
	
	
	AFFIRMATIVE ACTION AND DIVERSITY EXPECTATION

(Per Governor’s Executive Order 05-01)

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 of Service Excellence, Leadership, Integrity, Health Equity, Partnership, Innovation and Transparency.
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



	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. Work in an open landscape environment and/or remotely with full access to the operating systems and technology. Must be able to determine priorities and flex to meet deadlines and expectations. Occasional contact with angry or confused employees, clients, other agency representatives, and members of the public. 
	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, Department of Administrative Services Personnel Rules and Policy Manual, Agency Resources Manuals, Agency Affirmative Action Plan, Personnel Action Manual, Collective Bargaining Agreement, Orgon Administrative Rules, Oregon Bureau of Labor and Industries books and workshop materials, EEOC Guidelines, Labor Relations Division updates, Employee Relations Board updates, Title VI/504 and Americans with Disabilities Act Compliance Regulations, OHA Mission statements, values, and principles. State Executive Order 16-09 Affirmative Action, Diversity & Inclusion, OHA Diversity Recruitment Procedures. Workday System (Records). State of Oregon classification specifications
State of Oregon compensation plans
OHA Employee Resource Group Policy and Procedures

OHA Alternate Format and Language Access Services Policy

Standards and Guidelines for Cultural Competency

b.
How are these guidelines used?

Constantly referred to in developing options and alternative, suggesting changes, in collaboration, consulting and advising, negotiating issues and developing strategies, and in developing legislative and bargaining conc
	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?


	Sr HR  Manager
	Phone/email/In person/Virtual
	Receive assignment, directions, problem-solve
	Daily or as needed

	HR Leadership Team
	
	
	

	Agency Executives, Managers & Supervisors 
	Phone/email/ In person/Virtual
	Consultation, advice, support, provide/obtain information/Train
	Daily

	Colleagues
	Phone/email/In person/Virtual
	Consult, partner/collaborate
	Daily

	DAS CHRO
	Phone/email/In person/Virtual
	Clarify policy/law/rules to develop and determine actions, options and alternatives; Seek support for alternative solutions; Consult on classification or compensation issues.
	As Needed

	Union
	Person/email/In person/Virtual
	Provide/obtain information 
	As Needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Provides advice, recommends strategies, and regularly undertakes courses of action on behalf of the appointing authority in a highly political environment. Determines the content and appropriateness of policy exceptions and assists in the development and composition of personnel policies. Collaborates with HR staff to provide leadership in creative and collaborative problem solving to effect strategies and implementation to develop the workforce within a climate of rapid change. Decides the priority and methodology of own work. 
	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


	Sr HR Manager
	000000011668
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	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.
Experience with developing talent acquisition strategies, procedures and policies.

Experience with diversity, equity and inclusion initiatives and implementing practices within an organization.

Experience developing relationships with internal and external partners.

Experience with knowledge retention and management.

Experience with developing and reporting on performance metrics. 

	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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