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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:

02/13/2025
This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check8]|_| New 	|X| Revised
	[bookmark: Check1]|X| Classified
|_| Unclassified
|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Project Manager 3

	b.	Classification No:
	C0856
		c.	Effective Date:
	01/20/2026

	d.	Position No:
	46006
	

	e.	Working Title:
	Project Manager

	f.		Agency No:
	44300
	

		g.	Section Title:
	Technology Services

		h.	Employee Name:
	

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

		j.	Supervisor Name:
	

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

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

Oregon State Hospital 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:

[bookmark: Text117]Humanity - We see all people for who they are and seek to treat everyone with respect, dignity and compassion. We are mindful that no matter how we came to OSH, we are all humans. 
Equity - We understand that people have different needs and face different obstacles to wellness. We take an individualized approach that focuses on helping people have what they need to be successful. 
Wellness - We strive for everyone at OSH to achieve the best health, safety and well-being possible for them – physical, mental, emotional, and social. 
Partnership - We recognize that everyone at OSH has something valuable to contribute to our community. To achieve the best possible patient outcomes, we collaborate with each other and with those outside OSH whose work also touches the lives of our patients. 
Transparency - We are honest and upfront in our actions and communication. We seek input from those impacted by our decisions. 
Performance Excellence - We take pride in doing our best work. We hold ourselves and each other accountable. We celebrate success, learn from failure, and seek opportunities to improve.
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 purposes of the Project Manager are to 1) manage and oversee information technology projects that the TS department is a part of to ensure that projects successfully meet their objectives and are completed on time and on budget; 2) to acquire new information systems or modifications by guiding and assisting staff from TS, OIS, and Office of Contracts and Procurement to prepare necessary project deliverables including but not limited to: Functional Requirements, System Specifications, Requests for Information, Requests for Proposal, Statements of Work, and Contracts; and 3) to implement new information systems or modifications by planning, coordinating, and executing testing, training, communication, and change management activities and deliverables.


	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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	40

	NC
	E
	Project Management
· Developing project plans and schedules and obtaining appropriate project team consensus.
· Assigning tasks to project team.
· Monitoring the completion of tasks.
· Informing the project team and the Director of task status, progress, and obstacles.
· Working in conjunction with the Director and project team to overcome obstacles.

	10
	NC
	E
	Project Individual Contributions
· During design and acquisition these may include, but are not limited to: Functional Requirements, System Specifications, Requests for Information, Requests for Proposal, Statements of Work, and Contracts.
· During implementation these may include, but are not limited to: data conversion, testing, training, business transition, and change management.

	20
	NC
	E
	Project Communications
· Developing communication plans for project stakeholders to keep them adequately informed of progress, obstacles, and risks.
· Developing communication plans for end-users to obtain buy-in and assist change management activities.
· Executing all communication plans.
· Managing the expectations of stakeholders and end-users.

	20
	R
	E
	Expert & Liaison
· Provide general technology expertise and guidance to OSH staff and management.
· Provide general coordination between OSH and its technology partners.
· Obtaining project authorizations from OSH, OIS, OHITAI, DAS, SDC, and other agencies.

	5
	R
	E
	Project Risks
· Developing a risk management plan.
· Regularly reviewing and identifying project risks.
· Developing mitigation strategies for key risks and incorporating into the risk management plan and project schedule.
· Contribute to development of standardized risk tracking tools and methods.

	5
	NC
	E
	Other duties as assigned

	Ongoing
	N
	E
	Cultural Competency and Diversity:
· Consistently treat clients, patients, residents and co- workers with dignity and respect.
· Demonstrate recognition and appreciation of the value of individual and cultural differences.
· Assure that service delivery is provided in a culturally competent way; assures that printed materials are available in different languages as needed and/or in alternate format; bilingual services available and facilities are accessible for all consumers.
· Understand how to access Oregon State Hospital Diversity Liaison with questions or practical assistance with service delivery.

	Ongoing
	N
	E
	Core Values:
· Demonstrate awareness, understanding and alignment in service delivery with the OHA Core Values of health equity, service excellence, integrity, leadership, partnership, innovation, and transparency.
· Demonstrate awareness, understanding and alignment in service delivery with OSH Core Values of humanity, equity, wellness, partnership, transparency, and performance excellence.






	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.

Normal work hours are Monday through Friday 8:00am to 5:00pm. Extended hours may be required in the evenings or on weekends. Work is performed in an open landscape environment. Extensive use of the computer and telephone. Work is subject to fluctuating workloads and priorities. Occasional contact with patients with mental illness, other agency representatives, and members of the public. Incidental local and in-state travel is required.
[bookmark: Text113]

	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 State Hospital Policies and Procedures, Oregon Revised Statutes (ORS), Oregon Administrative Rules (OAR), OHA/DHS/DAS Policies and Procedures, Centers for Medicare and Medicaid Services (CMS), OR-OSHA rules and regulations, and the Health Insurance Portability and Accountability Act (HIPAA). The Joint Commission. Collective bargaining agreements.




b.		How are these guidelines used?


These guidelines are used to assure hospital compliance to obtain continued funding and to make sound judgements about patient care, supervision of staff, and as a reference source for the purpose of advising OSH administration management and staff.


	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?



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position plays a key role in decision-making related to the use, improvement, and effectiveness of the Electronic Health Record (EHR) system. It requires independent judgment in determining how Avatar is configured and used, based on strategic direction. The incumbent will make decisions with minimal oversight that impact the implementation of Avatar and related processes across multiple OSH campuses. 

These decisions may also affect systems and workflows in other agencies, such as the Oregon Health Authority and the Office of Information Systems. Responsibilities include determining how confidential HIPAA data is shared through Avatar. The outcomes of these decisions can influence patient care, safety, operational efficiency, and the adoption of best practices, both within OSH and in external organizations.
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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



	Director of Technology Services
	
	Phone/Teams/In Person
	Weekly
	Supervision

	EHR Systems Manager
	
	Phone/Teams/In Person
	Daily
	Coordination of Resources







	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?

	
	[bookmark: Check49][bookmark: Check50]|X| Plan work	|X| 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.
Required Skills and Knowledge:
· Proficiency in computer systems and software used for business data analysis and reporting.
· Understanding of software development processes, including analysis, design, programming standards, and project management.
· Ability to analyze business needs and translate them into system design or improvements.
· Working knowledge of relational databases (e.g. SQL).
· Effective communication skills, both written and verbal, including active listening and appropriate questioning.
· Ability to identify and document business processes clearly and accurately.
· Strong problem-solving skills using logic, reasoning, and basic mathematics.
· Ability to set goals, prioritize tasks, and manage time effectively.
· Valid driver’s license or access to reliable transportation.
 
Preferred Qualifications:
· Experience with qualitative and quantitative methods for evaluating program effectiveness and efficiency.
· Knowledge of organizational systems theory and its application in government or large institutions.
· Familiarity with organizational change management principles.
· Understanding of statistical methods for performance analysis and improvement.
· Experience with business process re-engineering.
· Ability to build and maintain cooperative working relationships over time.

	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



	N/A
	N/A
	N/A




	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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