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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
6/1/2021 

This position is:

	Agency: 	Oregon Health Authority

[bookmark: Text2]Division: 	Public Health Division


|_| New 	|_| Revised
	|_| Classified
|_| Unclassified
|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Public Health Manager 3  

	b.	Classification No:
	MMS X7653
		c.	Effective Date:
	     

	d.	Position No:
	 0000135
	

	e.	Working Title:
	Immunizations Section Manager

	f.		Agency No:
	44300
	

		g.	Section Title:
	Immunizations

		h.	Employee Name:
	Vacant 

		i.	Work Location (City — County):
	Portland, Multnomah

		j.	Supervisor Name:
	Collette Young

		k.	Position:
	[bookmark: Check34][bookmark: Check36][bookmark: Check37][bookmark: Check38]|_| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check35][bookmark: Check39][bookmark: Check40][bookmark: Check41]|_| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|_| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
[bookmark: Check45]|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|_| Yes
[bookmark: Check48]|_| 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.

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. OHA is overseen by the nine-member citizen Oregon Health Policy Board working toward comprehensive health and health care reform in our state.
 
The OHA 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’s work is organized into three broad goals: Improve the lifelong health of all Oregonians, increase the quality, reliability and availability of care for all Oregonians and lower or contain the cost of care so it is affordable to everyone. 

OHA values service excellence, leadership, integrity, health equity and partnership.

Oregon Health Authority's vision is: Safety, health and independence for all Oregonians. 

Our mission is: To help Oregonians in their own communities achieve wellbeing and independence through opportunities that protect, empower, respect choice and preserve dignity.  

Keeping our Core Values at the heart of what we do ensures our outcomes are aligned with our mission and goals. Taking the time to examine our values keeps us on a consistent path, working toward what we believe in, and rising to the challenge of including them in the choices we make in our daily work. 

Below are the seven Core Values that provide the foundation for how we interact with our clients and co-workers.
•	Integrity. We maintain the highest standards of individual and institutional INTEGRITY. Doing what is right even though no one is watching; a self-assigned and self-enforced obligation to do the right thing.
•	Innovation. ODHS is committed to sustaining a learning culture which seeks to continually improve how we do our work. To meet the ever-changing needs of the individuals we serve and of our communities, we implement the best and most INNOVATIVE practices. We encourage people at all levels to bring forth new ideas in an open, collaborative environment.
•	Respect. We RESPECT the diversity of our workforce, our community and the people we assist. We are attentive to personal dignity and receptive to diverse ideas. We recognize the value of respecting individuality, personal experience and diverse cultural backgrounds.
•	Service Equity. Service equity is a measure of results, not effort. We use individual approaches which are free from bias or favoritism to achieve our common outcomes. SERVICE EQUITY creates an environment of fairness and respect that values, attracts and supports diversity.
•	Responsibility. We take RESPONSIBILITY for our actions. We hold ourselves accountable to the populations we serve—the public, customers, clients, partners, volunteers, contractors, other governmental bodies and the Legislature. We understand that each of these relationships requires us to accept different responsibilities and that we manage them to advance the ODHS Mission.
•	Stewardship. Because all Oregonians have a stake in the actions of public sector employees, we are accountable in action and attitude for this STEWARDSHIP of the public trust. All ODHS employees, regardless of job title or classification, are stewards of the public trust and use public resources to fulfill the ODHS mission of assisting people to become independent, healthy and safe.
•	Professionalism. We maintain the highest standards of PROFESSIONALISM. We adhere to standards, methods, behaviors and personal characteristics demonstrated by the best workers in their respective fields. We follow these guidelines regardless of our formal expertise, credentials or interaction with the public.

The Public Health Division's goals:
•  People are safe and living as independently as possible. 
•  People are able to support themselves and their families through stable living wage employment. 
•  Children and youth are safe, well and connected to their families, communities and cultural identities. 
•  Choices made by seniors and people with disabilities about their own lives are honored. 
•  Partners, clients and stakeholders are actively engaged in a variety of collaborative and meaningful ways.  
•  Culturally specific and responsive services are provided by highly qualified and diverse staff. 
•  The department is committed to equal access, service excellence and equity for all Oregonians 

The Public Health Division’s Commitment to Equity 
The Public Health Division is a team of passionate individuals working to promote health across the lifespan of individuals, families, and communities. We value and support unique perspectives using a trauma-informed approach and aim to reflect these values in our hiring practices, professional development and workplace.  We are committed to racial equity as a driving factor to improve health outcomes for all communities that experience inequities. 

The Office of the State Public Health Director
The Office of the State Public Health Director (OSPHD) guides the strategy, operations, and policy of public health programs within the division, and assures an effective and coherent public health system for Oregon. This includes extensive interactions with a range of state and local agencies and organizations, health care providers, federal agencies, and the private sector.

Under the leadership of the Office of the State Public Health Director, the Division is organized by three centers:

The Center for Health Protection

The Center for Public Health Protection protects the health of individuals and communities through establishing, applying and ensuring reliable compliance with regulatory and health-based standards. The Center's diverse programs work closely with other federal, state and local agencies, tribes, regulated entities and active stakeholder groups. The Center's work emphasizes continuous process improvement, technical assistance, scientific assessment, ongoing monitoring and risk communication to protect the health of all people in Oregon.

The Center for Prevention and Health Promotion

The Center for Prevention and Health Promotion houses community-oriented preventive clinical and community health services and supports the policy, systems and environmental changes that promote good health. This Center guides and supports healthy communities through data collection, analysis and reporting; by supporting the Governor's priorities around tobacco, obesity and early learning; and, by acting as a point of contact with the healthcare system on certain key clinical prevention practices. This center will work with many partners, including local public health, tribes, childcare facilities, schools, worksites, healthcare providers, transportation, and the private sector to ensure that we reduce preventable injury, illness, and death and promote good health.

The Center for Public Health Practice

The Center for Public Health Practice provides services to prevent and control diseases, monitor vital events, and assure an effective statewide public health system. CPHP programs work closely with local and tribal governments, community partners, and the public to protect and improve the health of all people in Oregon. Special emphasis is placed on communicable diseases, including epidemiology, laboratory testing, immunization, and other community control measures. CPHP screens all newborn infants for biochemical disorders to prevent disability or death and collects and analyzes vital record data to monitor health trends. The quality of statewide public health services is assured through consultation, planning, review, and accreditation of state and local agencies.

This Center's work affects all Oregonians. Many of the programs overseen by this Center are administered in collaboration with Oregon's local health departments and Tribes. This center has approximately 300 FTE.

The Center is commited to advancing health equity through continuous learning and transformation, both individually and together, promoting community-led solutions, and sharing information and data. As a section, we commit to leading and championing fair and just policy and systems change to reduce differences in health for all people in Oregon.

Immunizations Section 

The Immunization Section works to prevent vaccine-preventable diseases in Oregon by: providing vaccine technical assistance to Oregon's vaccine providers; assessing immunizaiton coverage levels across the lifespan; maintaining the ALERT Immunization Information System; coordinating school immunization law; and managing the Vaccines for Children program for Oregon. Immunizations data are used throughout the state and nation for program planning and policy development and are a data source used for measuring key health indicators found in the Healthy People 2030 Objectives, Public Health Accreditation Board state health assessments, and other health indicators projects. 

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:

[bookmark: Text112]Provide overall vision, direction and oversight to the Immunizations Section. This position is mission critical to OHA. This position is responsible for setting and monitoring program objectives; writing and implementation of proposals and grants; securing and maintaining funding resources to complete program goals and objectives; and assuring the submission of necessary reports and documentation for grantors and advisory groups. 

	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
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	At all times
	NC
	E
	This position is expected to perform duties in compliance with the Maintaining a Professional Workplace DAS 50.010.03 and Discrimination and Harassment Free Workplace DAS 50.010.01 policies.

Consistently treat customers, stakeholders, partners, vendors and co-workers with dignity and respect. Create and maintain a work environment that is respectful and accepting of diversity. Model trauma-informed principles and standards that include naming and interrupting racist and oppressive communications. Set clear culturally responsive guidelines for professional behaviors, and model those expectations for staff.


	10%
	NC
	E
	Leadership and Strategic Planning
Assure financial and program oversight with the public interest in mind. 

Provide strategic guidance to the section and develop methods to support and grow effective program strategies. Direct development of a strategic plan that establishes annual/long range plans within the current budget and staffing resources. Assure program planning and implementation is done in conjunction with input from community groups, institutions, and agencies by applying an equity lens at every decision point.

Clearly communicate a vision for the section and communicate it to the section. Manage the development of strategic communications rooted in health equity, data, and community engagement. 

Model leadership and provide mentorship for direct reports and the section. Foster professional development; positive workplace culture; and an equitable, diverse, sustainable, and effective public health workforce.

Analyze, track, and provide testimony on legislative bills pertaining to the section’s statutory authorities and responsibilities. 


	10%
	NC
	E
	Partner and Stakeholder Engagement
Develop and maintain effective working relationships with internal and external partners, individuals and organizations affected by the section’s operations.

Coordinate and collaborate with other agency programs, county, state and federal agencies, and private and public health organizations; private businesses; and any other partners to provide information on the policies and laws related to the section’s administration, and to meet partners needs in keeping with the law. 

Represent OHA in state, regional, and national activities, providing recommendations and consultation on state and national policy regulations that effect the section. Assure coordination across state agencies. Establish or maintain multi-disciplinary task forces and work groups on public health initiatives related to the section.

	25%
	NC
	E
	Management and Oversight-Personnel
Supervise managers and represented staff, including coaching, problem solving on complex issues and establishing and maintaining effective communications and relationships. 

Ensure equity in hiring, training, and development of all staff.

Recruit, interview, and select new staff directly or approve recommendations from program managers. Hear and resolve employee grievances. Ensure fairness and determine the need for promotions and disciplinary action. Recommend systems changes within OHA to better serve the sections’ needs. Focus on strengths-based approaches to assigning teams, building the section, and complementing the skills of each employee. 

Assess and identify potential leaders and invest in development of staff for leadership roles.  

	25%
	NC
	E
	Management and Oversight-Programmatic
Oversee activities related to program planning, program implementation, surveillance and evaluation activities, communications, coalition and advisory group work, training, providing technical assistance, and awarding funding to and monitoring grantees and contractors.

Sponsor information system development projects, work process improvement projects, and engage in national projects that involve Oregon.


Ensure current scientific evidence-based content of all documents and materials.

Ensure security and confidentiality of all data and records in accordance with state and federal law.

Approve or prepare legislative concepts, bill analysis, and testimony. 
Identify, monitor, and track key issues at national and state levels, and align program activities as needed. Direct development and implementation of new or revised program rules.  Maintain current knowledge of program issues at state and national levels.


	25%
	NC
	E
	Management and Oversight-Operations and Fiscal
Determine the focus of programs, initiatives, and resources allocated to populations at risk, and the tribal, state, regional, and local agencies responsible for outreach and services to those populations. Negotiates contracts and funding formulas for tribal jurisdictions, local public health administrations and community-based organizations to carry out program responsibilities and activities.

Oversees section’s continuity of operations.

Accountable for the development of federal and state grant proposal requirements; assures stewardship in implementation of federal grant proposals. 

Oversee, direct, review, negotiate, and administer budget, financial, contract, and grant management for the section; including fees, contracts, interagency agreements, memorandum of understanding, vendor contracts, subcontracts, and federal grants as needed.  


	5%
	NC
	E
	Perform special projects and other duties as assigned 






	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.

[bookmark: Text113]
The work of this role may be conducted in a hybrid fashion, when remote work ensures full access to the necessary operating systems and technology. Work will be conducted onsite at least two days per week.

Most work is technology-based and performed on computer or by phone, including email and various audio and visual communication platforms (e.g. Microsoft Teams, Zoom, etc.). 
Use of computers/video display terminals, short timelines on many projects, attendance at evening meetings. Occasional need to work evenings or weekends to meet deadlines or to manage unexpected workload.

This position requires flexible work hours and may require travel in all weather conditions to various parts of the state.  Some regional and out-of-state travel also required.



	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:
[bookmark: Text106]Oregon Revised Statutes and Oregon Administrative Rules
Federal Public Health Laws and Regulations
OHA and DAS Policies and Procedures
Oregon Public Health Modernization Manual
Oregon State Health Improvement Plan
Healthy People 2030 Objectives
Immunization Program Operations Manual
Vaccines for Children Operations Manual
Epidemiology and Prevention of Vaccine Preventable Diseases Pink Book
OPEU/SEIU Barganing Agreements

b.	How are these guidelines used?


[bookmark: Text107]This position is responsible for identifying and developing internal guidelines, procedures and protocols which are consistent with federal and state laws relating to the programs already in place and any future program expansion.

These guidelines are used to steer development of policy and operational guidelines, as a basis for specific decision-making, and to ensure consistent administration of programs according to Oregon law.

These policies and guidelines are used to relate and inform program planning and oversight activities, federal funding assurances, interagency collaborations, and personnel relations. 


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

	Who Contacted
	How
	Purpose
	How Often?



	OHA Administration
	In person, mail, phone
	Relevant health/program issues
	Daily

	Legislators
	In person, mail, phone
	Relevant health and/or program
	As needed

	Other Public Health Administrators and Managers (federal,
state, local)
	In person, mail, phone
	Relevant health and/or program
	As needed

	Community-Based Organizations
	In person, mail, phone
	Relevant health and/or program
	As needed

	Health Practitioners
	In person, mail, phone
	Relevant health and/or program
	As needed

	Broadcast and print media
	In person, mail, phone
	Relevant health and/or program
	As needed

	Public
	In person, mail, phone
	Relevant health and/or program
	As needed





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
[bookmark: Text116]This position carries responsibility for administrative recommendations and decision making on federal and state grants and budgets, program priorities, program and budget development and implementation, and associated personnel management. The position communicates frequently with PHD leadership and executive staff to provide recommendations for policy development. The position acts in accordance with agency policies and priorities on public health issues and/or in emergency situations.

This position makes decisions that affect stewardship of federal, state and other grant funding held by OHA, and influence OHA's ability to secure new and expanded funding. Decisions impact the scope, scale, intensity, and sustainability of chronic disease prevention, early detection and self-management intervention strategies throughout Oregon. Decisions influence the consideration of science, data and evidence-based practice in policy recommendations to elected and appointed decision makers at the federal, state, regional and local levels. Decisions affect the credibility and influence held by the Public Health Division among OHA leadership, the Governor's office, legislators, the Centers for Disease Control and Prevention, and state, federal and local partners. Decisions contribute significantly to achieving the OHA mission and the strategic plan of the Public Health Division.

This position makes the majority of the policy, budgetary, and operational decisions for the section based upon state and federal law. Personnel decisions are made which affect the hiring and conduct of employees, and appropriate handling of employee problems. Decisions affect the motivation/morale of staff and thus the quality of customer service. Identifies problems which may need to be discussed with legal counsel or in formal negotiations with groups outside the agency, and which affect the smooth running of the programs and the positive working relationships with other agencies..
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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



	PEMG, Center Administrator
	0000281
	Discussion, consultation, coaching
	As needed
	Align, develop & strengthen section policy and capacity

	PEMG, Center Administrator
	0000281
	General informational updates
	Bi-Weekly
	Align, develop & strengthen section policy and capacity

	PEMG, Center Administrator
	0000281
	Performance review
	Yearly
	Develop & strengthen personal capacity





	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	10
	

	
	How many employees are supervised through a subordinate supervisor?
	45
	

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

	
	[bookmark: Check49][bookmark: Check50]|_| Plan work	|_| Coordinates schedules
[bookmark: Check51][bookmark: Check52]|_| Assigns work	|_| Hires and discharges
[bookmark: Check53][bookmark: Check54]|_| Approves work	|_| Recommends hiring
[bookmark: Check55][bookmark: Check56]|_| Responds to grievances	|_| Gives input for performance evaluations
[bookmark: Check57][bookmark: Check58]|_| Disciplines and rewards	|_| 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.
[bookmark: Text121]Demonstrated ability to work with diverse stakeholders, incorporate community input, and implement programs and policies that further health equity.
Demonstrated experience in the management of immunizations-related activities.
Demonstrated personnel management experience related to the motivation, management, direction, coordination, and review of the work of professional, technical and clerical personnel.
Considerable leadership experience, or a Master's degree or higher from an accredited college or university with major course work in either public health, education, psychology, social work, public policy, public administration, law or other related disciplines.
Knowledge of budgeting, contracting, and financial management processes sufficient to compliance and efficient use of resources.
Ability to facilitate Public Health’s emerging role in achieving health equity 

	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



	Immunizations Section
	$20,000,000
	Total funds
	
	
	




	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

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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