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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

July 5, 2023
This position is:

	Agency: 
Oregon Health Authority
Division: 
Agency Operations, Human Resources
 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:
	Human Resources Analyst 1

	b.
Classification No:
	X1320
	
c.
Effective Date:
	     

	d.
Position No:
	     
	

	e.
Working Title:
	HRIS Records Coordinator

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Strategic Workforce Operations- Office of Human Resources

	
h.
Employee Name:
	Vacant

	
i.
Work Location (City — County):
	     

	
j.
Supervisor Name:
	Minnie 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, delivery, and management of the human resources program to ensure the Agency builds and retains a highly skilled, engaged, diverse workforce. The Office of Human Resources serves as a business partner that provides the organization with direction, consultation, support, and services in alignment with the mission, vision, and values of the agency. 
HR staff are committed to supporting OHA's strategic goal of eliminiating health inequities by 2030 and does so by ensuring that all aspects of the employee life cycle - recruitment, selection, retention, learning & development, and labor management - are antiracist and inclusive in their spirit, word, and practice.   

The State of Oregon implemented Workday Human Resources Information System to replace the old PPBD personnel system. OHA is responsible to ensure managers and employee records and information is secure and assessable. 
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 primary purpose of this position is to support the HRIS Records unit in the coordination and processing of personnel records of employees within the Oregon Health Authority. This position  is responsible for consulting and coaching staff on complex personnel actions, policies and business processes. Maintains accurate records for over 5,000 employees by performing a variety of technical, confidential duties involving personnel issues, record keeping, research and problem solving in accordance with Collective Bargaining Agreement (CBA, Federal, State, Department of Administrative Services (DAS) and Oregon Health Authority laws, rules and policy. The HRIS Records Coordinator works collaboratively with division representatives and HR employees across the agency.
	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


	At all times
	R
	E
	

	
	
	
	Antiracism and Equity

· 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 understanding and alignment with OHA Core Values of Service Excellence, Leadership, Integrity, Health Equity, Partnership and Innovation.
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

	
	
	
	Personnel Actions and Records Consultation

· Responsible for the accurate records by performing a variety of technical, confidential tasks involving personnel issues, record keeping, research and problem-solving in accordance with Federal, State, Collective Bargaining Agreement, department of Administrative Services and Oregon Health Authority (OHA) laws, rules and policies.
· Researches, compiles, organizes, reviews, and audits personnel actions for accuracy, verify business process history facts and resolve discrepancies.

· Receives, monitors and tracks a variety of employee life cycle actions  submitted by agency management and personnel contacts.  

· Reviews and audits personnel actions and supporting documentation for accuracy to ensure information is in accordance with bargaining agreements, state rules, policies, procedures and other governing practices. 
· All actions are processed in the Workday human resources information system (HRIS). 

· Reviews and audits monthly reports to determine compliance and correct discrepancies as necessary. Implements actions based on grievance settlements as advised with the labor and relations unit. Items to audit include but are not limited to off-step report, staff below step 1, dollar amount work out-of-class and pending reclass allowances, adding/removing additional jobs, critical need, custodian and physician allowances. 
· Generates a workup to document over and underpayments as needed. 

· Ensures that all necessary documentation and signatures are submitted (i.e., approvals for special increases, resignation letters, I-9 tasks in Workday, temporary approvals, conditions of temporary appointment, limited duration agreements, etc.). 
· Creates and assigns position numbers for temporary employees, limited duration assignments and direct appointments. Enters information into the HRIS using proper screens to execute transaction. Creates a requisition on the non-budgeted position and processes hires manually. 

· Communicates with payroll to ensure processes in the HRIS are reflecting in the payroll system as requested. Problem solves system errors to determine if the issue is with the HRIS data base, or within the payroll system. Partners with Payroll to issue underpayments or recoup overpayments as needed.
· Monitor progress of hires/job changes through the offer stage and process after the steps are completed. Audit hires/job changes for accuracy.

	
	
	
	Monitoring Systems and Quality Control

· Reviews, approves and enters a variety of compensation changes  into the HRIS in a timely manner; ensures over/underpayment documentation is submitted to the Payroll Department in a timely manner. 
· Reviews personnel actions, pay equity, and supporting documentation of co-workers to ensure accuracy and unit consistency with processing. 
· Refers identified inconsistencies to the appropriate unit or manager so they can research and make compliance updates, as needed.
· Runs established reports from Workday and develop new queries and reports; using the HRIS and Microsoft Office Products; export/import data to Excel.

· Applies policies, laws, regulations, and union contracts relating to personnel actions, trial service periods, PD’s, military service, pay equity, and PERS, etc. Research and stay apprised of changes in laws, rules, and policies, CBA articles that affect the HRIS. 

· Coordinates with the Payroll office to resolve Personnel/Payroll problems.

	
	
	
	File Creation, Maintenance, and requests

· Participates in agency personnel record keeping activities.  Uses independent judgment, Oregon Administrative Rules (OAR), Department policies and procedure, and union Collective Bargaining Agreements (CBA’s) to provide advice and determine courses of action.  

· Reviews, research, and requests managers to provide current and accurate Position Description (PD) for each employee not currently located in the Workday HRIS. Adds PD to position restrictions in Workday. 
· Performs complex data entry, utilizing mathematical calculations, prepares spreadsheets and reports, updates and retrieves information from the agency’s HRIS to ensure service dates and compensation is accurate. 

· Reviews documents and collects pertinent information from other offices to ensure complete personnel records. Ensure missing information is received. Contacts Agency staff or other agencies, in writing or by telephone, to obtain information to complete processing of documents.

· Directs managers, HR business partners, employees, and other staff to job aids and assist managers in how to upload documentation into the HRIS to add to the employee’s personnel file.  

	
	
	
	Technical Guidance
· Provides guidance to agency personnel on technical issues when using the HRIS and when completing and submitting personnel actions. Refers agency personnel to the appropriate unit and program when responding to questions outside the scope of HRIS records processing.
· Refers employees to Workday Operations Team for troubleshooting Workday issues. 

· Purges personnel files of information and/or documents per state policies on records retention schedules for live and S:Drive personnel files.   
· Takes steps to obtain appropriate information to meet related compliance.  Educates managers on how and when to complete the documentation.

	
	
	
	


	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 and/or remote environment. Work may be conducted remotely with full access to the needed operating systems and technology. Is subject to fluctuating workloads and priorities in dealing with highly complex, sensitive, and/or political issues. Must be able to determine priorities and flex to meet deadlines and expectations.
	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). DAS PPDB Records System, State of Oregon classification specifications

State of Oregon compensation plans

OHA Alternate Format and Language Access Services Policy

Standards and Guidelines for Cultural Competency
Oregon Attorney General's Public Records and Meetings Manual

Oregon Secretary of State, archives Division Laws and Rules for Record Retention

Uniformed Services Employment and Reemployment Rights Act

Military State and Federal Laws

Affordable Care Act
b.
How are these guidelines used?

These guidelines are constantly referred to and used in developing options and alternatives, suggesting changes, in collaboration, consulting and advising and ensuring accuracy of information.  Many of the above guidelines require interpretation and analysis and occasionally reconciling conflicting guidelines.
	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?


	Agency Managers & Supervisors
	Phone/email/In person/Virtual
	Gather/share information, explain processes, advise on future actions
	Daily

	HR Staff
	Phone/email/In person/Virtual
	Gather/share information, explain processes, consultation, resolving issues
	Daily

	Unions
	Phone/email/In person/Virtual
	Gather/share information, explain processes, consultation, resolving issues
	As needed

	DAS CHRO
	Phone/email/In person/Virtual
	Consultation, advice, gather/share information, training
	As needed

	
	
	
	

	Agency Employees
	Phone/email/In person/Virtual
	Gather/share information, explain processes
	Daily

	
	
	
	


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position makes decisions regarding the accuracy and completeness of personnel actions and the completeness of position descriptions. The incumbent must ensure that all required documentation is obtained for all employees. The HRIS Records Coordinator must be knowledgeable in knowing the different processes and required information and be able to audit the documentation prior to processing a personnel action request.
	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 Strategic Workforce  Manager
	
	Meetings/email/Virtual/In person
	As Needed
	Check-in-provide feedback and support

	Day to day oversight will be done by the HRIS Record Administrator Lead
	
	Daily, weekly, and monthly check-ins
	Daily
	Provide support, direction, coordination

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SECTION 9. OVERSIGHT FUNCTIONS

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

	
	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.
This position requires strong organizational skills. The incumbent must be able to give and obtain information in a clear, concise and manner. The position further requires the ability to work under pressure and with changing time frames. And must be able to identify and change priorities as circumstances dictate.

The position requires someone who consistently treats customers, partners, and co-workers with dignity and respect; additionally, demonstrating recognition of the value of individual cultural differences.
	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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