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 7
OHA 0105 11/11

[image: ]STATE OF OREGON
[bookmark: Oregon_Health_Authority_(OHA)]Oregon Health Authority (OHA)
[bookmark: POSITION_DESCRIPTION]POSITION DESCRIPTION

Agency:	Oregon Health Authority

Division:	External Relations Division – Community Partner Outreach Program


New	Revised


Position Revised Date:
March 2020

This position is:
[image: ] Classified Unclassified Executive Service
Mgmt Svc – Supervisory Mgmt Svc – Managerial Mgmt Svc – Confidential


SECTION 1. POSITION INFORMATION

a. Classification Title: 	Operations and Policy Analyst  3	
b. Classification No:    C0861	c.   Effective Date:  March 2025	
d. Position No:	1014292	
e. Working Title:	Special Project Coordinator	
f. Agency No:	44300	
g. Section Title:	Office of Community Health and Engagement – CPOP	
h. Employee Name:		
i. Work Location (City — County):  Salem-Marion (Remote)
j. Supervisor Name:    Oliver Vera	
k. Position:	[image: ] Permanent	Seasonal	Limited Duration	Academic Year [image: ] Full-Time	Part-Time	Intermittent	Job Share

l. FLSA:	Exempt
[image: ]  Non-Exempt

If Exempt:	Executive Professional Administrative
m. 
Eligible for Overtime:  [image: ] Yes
No


[bookmark: SECTION_2._PROGRAM_AND_POSITION_INFORMAT]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's 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 values health equity, service excellence, integrity, leadership, partnership, innovation, and transparency. All work is done in a way to eliminate health inequalities and advance the OHA health equity definition to establish a health system that creates health equity when all people can reach their full health potential and well-being and are not disadvantaged by their race, ethnicity, language, disability, 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 (1) the equitable distribution or redistribution of resources and power and (2) recognizing, reconciling, and rectifying historical and contemporary injustices.

OHA encompasses most of the state's health programs, including Public Health, the Oregon Health Plan, behavioral health services, state and education employee benefits, public-private partnerships, and the Oregon State Hospital. This gives the state more significant purchasing and market power to begin tackling the issues of costs, quality, and access to care.

The External Relations 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
· Pursuing 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 of 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 interested parties 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 responsibilities 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 continually seek opportunities to develop new evidence and evolve our practices.
Transparency: 

· We communicate honestly and openly, and our actions are upfront and visible. We provide open access to information and offer meaningful opportunities for input and participation in our decision-making processes.

The OHA External Relations Division is made up of the OHA Communications Program, Government Relations Program and Member, Office of Community Health, and Engagement (OCHE), and Member and Partner Engagement and Support (MPES) Office. All Programs in the Division are outward-facing and represent all areas of OHA’s work throughout the community, from those receiving services to legislators, community partners, Oregon Health Plan members, contractors, service providers, and the media. The Division facilitates engagement, bi-directional communication, and transparency across all OHA Divisions and programs, as well as with other state agencies, to support OHA programs and strategies throughout Oregon. This effort also aims to incorporate community input and experiences into the agency's internal work at all levels. 

The Office of Community Health and Engagement (OCHE), and Member and Partner Engagement and Support (MPES) Office (compromised of the Ombuds Program, Innovator Agent Team, and Feedback Team) work closely together to ensure the voice and experience of members, all partners and beneficiaries of public benefit health programs, can be effectively used to identify process improvements that allow OHA to achieve its triple aim. In alignment with OHA’s commitment to eliminate health inequities by 2030, work is focused on bringing the voice of populations most harmed by health inequities into OHA program, operational and policy work to achieve health equity and the elimination of health inequities.

The Office of Community Health and Engagement (OCHE) comprises approximately 30 staff members and oversees a budget of $27 million. It leads agency-wide work to integrate community voice and feedback into operational and policy action for OHA Medicaid and other statewide priorities. directs integration and action of community voice into OHA Medicaid and other statewide priorities. OCHE is comprised of four critical teams:  
· Health Oregon Program 
· Community Partner Outreach Program
· Community Engagement and Specialty Populations Team 
· Strategy, Contracts, and Operations Office 

These four teams oversee a range of services and programs aimed at advancing health equity, particularly for populations most adversely affected by historical and contemporary injustices. Additionally, program work enables the agency to understand better and proactively respond to issues communicated by the people we serve and to act on structural and systemic improvements. OCHE employs a community-centered approach, incorporating popular education, to enhance community capacity across all its programs. 

These programs include: 
· Enrollment assistance and training for certified community assisters throughout Oregon.
· Healthcare System Navigation (HSN) Program – Trains and supports community partners to provide member navigation services to access care after enrollment in the Oregon Health Plan. 
· Protecting Oregon Farmworkers (POF) – POF brings together and connects resources for agricultural workers, employers, and service providers, elevating the needs of this segment of our communities. 
· Community Health Worker Program – OCHE's Community Health Worker Training and Health Ambassadors Training prepares participants to play a full range of roles, from connecting people to existing services and assisting with medical utilization (healthcare system navigation) to organizing communities to identify and address their own most pressing health issues. 

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 Special Projects Coordinator (SPC) primary internal purpose is to engage, align, and inform across agencies, units, and sections. The SPC will also support the Business Team in monitoring grantees' activities and will assist in conducting monthly check-in meetings and compliance audits to evaluate outcomes, outputs, and activities, thereby determining progress towards grant and program overall goals. The SPC will lead and support internal and external projects as assigned by OCHE’s leadership, serving as a liaison between OCHE and other OHA Divisions, agencies, decision-makers, community partners, and communities. 
The SPC will also conduct community engagement presentations in communities statewide, including those with members from the most vulnerable and marginalized populations in Oregon. 
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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 the end of a row (outside table) and hit “Enter.”
	% of Time
	N/R/NC
	E/NE
	DUTIES




	70%
	N
	E
	Project Management/Coordination

· Work with all the project partners to ensure that all parties are fulfilling their obligations and that program data needs are being met. Coordinate the implementation of the planning and designing of the programs evaluation in collaboration with the Data and Evaluation Advisor. 
· Coordinate with internal and external program staff to design evaluation and implementation metrics towards attainable and desired outcomes. 
Research Planning, Design, and Analyses
· Write summary reports of research findings for publication, including summary tables, graphs, and charts. Participate in legislative-day presentations to explain information, methodology, and conclusions. Summarize reports by explaining the significance of trends and State data to evaluate services and community partner outcomes. Consult with data users to identify needs, purposes, and methods for research and evaluation studies. Establish and maintain procedures and survey methods and consult with various partners users to ensure the data collected is of value to data users. Design evaluation instruments to collect raw data.
· Act as the lead for determining the appropriate use of complex statistical approaches and tools to understand data designs and use complex statistical methods to understand data. Identify relevant samples for organizations on an ad hoc basis. Develop and document datasets to be shared with OCHE leadership, State agencies, Legislators, Governor's Office, Community Partners, Community Leaders, and Decision Makers.
· Use statistical software package to retrieve, edit and tabulate data files to generate tables, graphs, and charts to analyze and interpret data to support projects and programs goals supportive of OHA’s 2030 Health Equity Goal.

Report Preparation
· Write summary reports of research findings and articles for publication, including summary tables, graphs, and charts. Write reports Interpreting and analyzing interactions, movements, and changes in the local, State, and Federal environments. Serve as OCHE's spokesperson regarding current situations and forecasts with the news media. Testify in legislative days to present and explain information, methodology and conclusions. Summarize reports by explaining the significance of trends. Prepare statistical forecasts and explain their significance to a program.

Technical Consultation
· Provide consultation, guidance to, and oversight of evaluation contractors to support the design of the Healthier Oregon and OCHE evaluation. Oversee data processing to ensure the quality and value of datasets. Establish and implement procedures to maintain the confidentiality of Healthier Oregon recipients. 
· Confer with policy makers, executive level management, business groups, legislative bodies, associations, news media, and State and local officials regarding current data, trends, projections, or impact of existing or proposed studies. Prepare written responses and provide technical expertise and specialized information on request. Represent the agency as an expert when consulting with and developing plans for State and local groups (e.g., advisory committees, Health Policy Board, Conferences, healthcare provider groups, Coordinated Care Organizations CEO meetings, Legislative days, etc.). Develop materials and make presentations to various units of the agency, community groups, and others to report research findings, current statistics, or forecasts.

	10%
	N
	E
	Work in a team community environment to conduct outreach to targeted communities and constituencies to develop new or to support existing partnerships.

	10%
	N
	E
	Complete special projects as assigned by the Community Partner Program Outreach Manager.

	At all time
	N
	E
	Demonstrate recognition of the value of individual and cultural differences; create a work environment where talents and abilities are valued.  Create and maintain a work environment that is respectful and accepting of diversity.

	At all time
	N
	E
	Consistently treats customers, stakeholders, partners, vendors, and co-workers with dignity and respect. Creates and maintains a work environment that is respectful and accepting of diversity. Sets clear guidelines and models expected office professional behaviors. Establishes and maintains clear methods for reporting inappropriate actions.
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Describe any on-going working conditions. Include any physical, sensory, and environmental demands. State the frequency of exposure to these conditions.
 Daily working conditions include:SECTION 4. WORKING CONDITIONS

· Navigating a challenging state and federal government health and immigration policy environment.
· Overcoming barriers to reaching, engaging, and serving extremely marginalized, hard-to-reach populations in Oregon like the Cover All Kids and Healthier Oregon (AKA - Cover All People) populations.
· Frequent contact with internal and external stakeholders including but not limited to community partners, advocacy organizations, OHA/DHS staff, branch offices, representatives of associations, medical providers, the Governor's Office, legislative offices, and other affected parties. 
· Open space concept for office with frequent interruptions. 
· Regular computer use on the network. 
· Statewide travel.


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:
· State legislation such as House Bill 3352 (2021), Senate Bill 558 (2017), and Senate Bill 5507 (2015) 
· State and federal laws and regulations for Medicaid, Children's Health Insurance Program, and Medicare
· Administrative Rules and Provider Guides for Medical Assistance Programs/OCCS Medical
· HB 2116 and SB 99
· Code of Federal Regulations
· State Medicaid Manual
· Administrative Procedures Act
· OHA Policy & Procedures
· Medicaid and the Children's Health Insurance Program State Plans
· 1115 Demonstration Waiver for the Oregon Health Plan and related terms and conditions
· Social Security Act
· Federal Budget Reconciliation Act
· Professional journals and industry literature
b. How are these guidelines used?
The guidelines listed above describe Federal and State regulations, policies, and procedures for managing rule filing, written policy, publications, training, and liaison activities which must be consistent with program intent. These guidelines are the basis for ensuring Oregon provides accurate information to clients applying for and enrolled in the State’s medical program.

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 the end of a row (outside table) and hit “Enter”.

	Who Contacted
	How
	Purpose
	How Often?

	Contracted OHP-certified community partners 
	Phone/written/webinar/in person
	To inform, train and provide on-going support/technical assistance to ensure community partners are promoting the Oregon Health Plan and Healthier Oregon.
	Daily

	OCHE grantees 
	Phone/written/webinar/in person
	To inform, train and provide on-going support/technical assistance to ensure community partners are promoting the Oregon Health Plan and Healthier Oregon
	Weekly to monthly

	Community Leaders
	Phone/written/webinar/in person
	To inform, train and provide on-going support/technical assistance to providers. Also, the DES will promote OCHE's network of CPs, the Oregon Health Plan, and Healthier Oregon.
	Daily 

	OCHE's Director and Deputy Director 
	Phone/written/in person
	To report and seek management guidance on the daily design, development, and implementation aspects of the DES' work.
	Daily

	OHA Leadership Team
	Phone/written/in person
	To report and seek guidance
	As needed or requested



	

SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
1. Decisions on recommendations for changes to agency systems, policies, procedures and/or  rules.
2. Decisions on recommendations for changes to state and/or federal policies necessary to transform OHA application and eligibility determination system.
3. Decisions on priority and planning and timelines.



SECTION 8. REVIEW OF WORK


[bookmark: Who_reviews_the_work_of_the_position?_]Who reviews the work of the position?
[bookmark: Note:_If_additional_rows_of_the_below_ta]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

	Community Partner Program Outreach Manager
	9227850
	Review of work through status reports, weekly meetings and products submitted.
	Daily, weekly, monthly, as needed.
	Provide daily supervision and to assure that plans are followed, and goals/deadlines met.

	
	
	
	
	




	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?
	



 Plan work	Coordinates schedules Assigns work	Hires and discharges
Approves work	Recommends hiring
X Responds to grievances	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 the time of hire that is 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.
Bilingual (English-Spanish) Required.



	BUDGET AUTHORITY: If this position has the authority to commit agency operating money, indicate the following:
Note: If additional rows of the below table are needed, place cursor at the end of a row (outside table) and hit “Enter.”

	Operating Area
	Biennial Amount ($00,000.00)
	Fund Type




	
	
	100% 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.



	[bookmark: SECTION_12._SIGNATURES]SECTION 12. SIGNATURES
	
	

	
	
	

	Employee Signature
	
	Date

	Supervisor Signature
	
	Date

	Appointing Authority Signature
	
	Date
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