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

Agency: 

Division: 

STATE OF OREGON 

Oregon Health Authority (OHA) 

POSITION DESCRIPTION 

Oregon Health Authority 

Oregon Health Division 

□ New t8J Revised 

SECTION 1. POSITION INFORMATION 

a. Classification Title: Administrative Specialist 1

Position Revised Date: 
Sept 29, 2026

 This position is: 

IZ! Classified 

D Unclassified 

D Executive Service 

D Mgmt Svc - Supervisory 

D Mgmt Svc - Managerial 

D Mgmt Svc - Confidential 

b. Classification No: C0107 c. Effective Date: 07/01/1987

d. Position No:

e. Working Title:

f. Agency No:

g. Section Title:

h. Employee Name:

----------------

0000089;000000019790 

Amendments Specialist 

44300 

Center for Health Statistics 

Vacant

i. Work Location (City - County): Portland - Multnomah ------------------------
j. Supervisor Name: Johanna Collins

-----------------------------

k. Position: IZ! Permanent D Seasonal D Limited Duration D Academic Year 

IZ! Full-Time D Part-Time D Intermittent D Job Share 

I. FLSA: D Exempt If Exempt: D Executive m. Eligible for Overtime: IZ! Yes

IZ! Non-Exempt D Professional D No 

D Administrative 

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.

Oregon Health Authority 

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 is responsible for most state health services and for implementing the health care 
reforms in House Bill 2009. The agency is comprised of eight divisions: Agency Operations, Equity and 
Inclusion, External Relations, Fiscal and Operations, Health Policy and Analytics, Health Systems, Oregon 
State Hospital and Public Health. The Oregon Health Policy Board (OHPB) serves as the policymaking and 
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assistance, identifying problems and proposing solutions. May also make decisions regarding 
approving or denying access to records, and in making referrals to a supervisor when special issues 
are discovered. A wrong decision could result in the release of records to unauthorized persons 
and/or breach of record confidentiality. Employee's skill in making these decisions affects the 
appropriateness and efficiency of problem solving within the office, the appropriate response to 
problems within their area of expertise, how smoothly the work of the unit gets done, and how quickly 
and appropriately the internal vital records partners and customers are served. 

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 Position 
How How Often Purpose of Review 

Title Number 

BOM1 0000098 By interaction, Daily or as To resolve problems, 
discussion, needed customer inquiries, review 
observation amendment requests 

Review of Monthly To review numbers and 
Statistical reports status of registrations and 

amendments 

Meeting/personal Monthly or To check and update on 
interaction Quarterly Employee Development Plan, 

review work, work 
assignments 

Meeting/written Yearly To review past performance, 
report set goals, update position 

description, review policies 
and procedures 
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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?

D Plan work D Coordinates schedules 
D Assigns work D Hires and discharges 
D Approves work D Recommends hiring 
D Responds to grievances D Gives input for performance evaluations 
D Disciplines and rewards D 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. 
Registration in the Health Alert Network (HAN) to receive important public health alerts and 
emergency notifications. 

The skills and competencies needed for this position include: 
• The ability to organize and efficiently complete a wide variety of administrative tasks with good

judgment and skill;

• Ability to review, learn and explain complex procedures, rules and laws.

• Ability to learn, remember and act as a resource for a large number of different legal amendment

processes based on laws and administrative rules;

• Skill/experience in analyzing and screening applications/documents for meeting specific legal

requirements;

• Experience in applying complex policies and procedures in a consistent manner;

• Ability to be flexible, to work independently but also to be a team player;

• Skill/experience in gathering data, creating databases, reports, correspondence and forms.

• Skill/experience in using MS Word, Excel, and becoming an expert in proprietary OVERS software

used in office;

• Skill/experience in with written and verbal communication with a diverse customer base, government

agencies, data providers and county partners;

• Skill/experience in providing customer services in a friendly and professional manner;

• Experience working under pressure in a fast-paced work environment;

• Skill/experience in supporting and promoting a culturally competent and diverse work environment.

Page 9 of 10 OHA 0105 (11/11) 




