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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:
06/01/2026


This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check8]|_| New 		|X| Revised
	[bookmark: Check1]|X| Classified
|_| Unclassified
|_| Executive Service
[bookmark: Check4]|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Supply Specialist 2

	b.	Classification No:
	0759
		c.	Effective Date:
	     

	d.	Position No:
	Job Rotation
	

	e.	Working Title:
	Supply Specialist 2

	f.		Agency No:
	44300
	

		g.	Section Title:
	Oregon State Hospital – Food Service

		h.	Employee Name:
	     

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

		j.	Supervisor Name:
	Doug Brown

	k.	Position:
	|X| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
|X| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
|_| Professional
|_| Administrative
|_| Computer
	m.	Eligible for Overtime:
	|X| Yes
[bookmark: Check48]|_| No
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	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 redistribution of resources and power; and recognizing, reconciling, and rectifying historical and contemporary injustices.” OHA’s 10-year goal is to eliminate health inequities.

[bookmark: Text96]The Oregon State Hospital (OSH) 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 partners and communities to protect and promote the health of all Oregonians
· Seeking, learning from, 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.

Section/unit description:

Oregon State Hospital – Food Service
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:
This position supports the warehousing and storeroom operations of Food and Nutrition Services by receiving, storing, issuing, and distributing food and non-food supplies. The role is responsible for stocking and organizing products, fulfilling daily supply needs, and maintaining accurate records and documentation. This position assists with inspecting and receiving incoming shipments and entering daily receipts and purchases into the computer system.  The person in this position will also participate in inventory counts, physical inventories, and the reconciliation of inventory records.
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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 end of a row (outside table) and hit “Enter”.




	% of Time
	N/R/NC
	E/NE
	DUTIES

	30%
	NC
	E
	Responsible for monitoring, tracking and ordering food items from vendors.  Uses the computer system to generate reports to track and analyze trends for seasonal adjustments, menu cycles, and vendor changes to forecast future orders.

Uses Computrition computer recipes and inventory program to extract pertinent information that the production departments need for a given period and makes adjustments according to the forecast as needed.

Analyzes computer reports for determining and maintaining proper order amounts of products to avoid overages and shortages on food items. Using Computrition software, collates and combines items and amounts to establish order and delivery schedules that maintain and meet production requirements, average daily usage, and ensures optimal freshness of product.

Analyzes and refers to menus, recipes, and special events, for determining and maintaining proper order amounts of products.    

Uses a computer, vendor software, and online ordering applications to prepare and submit purchase orders to vendors. Transmits order information through vendor systems and online portals and determines or submits delivery schedules for when shipments should arrive at the facility.

	20%
	NC
	E
	Receives food supplies from vendors, checks items and quantities to conform to purchase orders or requisitions, sort, mark, and store supplies in designated storage areas and shelves. Directly assigned workers who assist in receiving and putting away food and non-food supplies.

Updates cost and price information on food and supplies in Computrition computer inventory system. Analyzes computer reports to alert management when prices charged are not consistent with quoted prices.  Accepts bids from vendors via telephone or electronic transmission. Meets with vendors regarding product lines and availability of items.

	25%
	NC
	E
	Through Computrition, communicates with satellite kitchens regarding perishable grocery needs.  Receives, edits and processes weekly food orders on computerized systems and forwards to appropriate department for issue of supplies.

	15%
	NC
	E
	Uses computer reports to reconcile incoming monthly statements against receiving records and invoices to complete the accounts payable process.  Process purchase documents, invoices, and receiving reports and forward to Business Office for payment. Tracks down errors in billing, tracks down missing invoices and/or credits.

	10%
	NC
	E
	Responsible for maintaining inventory system on computer and ensure adequate quantities are available. Updates computer inventory system with minimum storeroom stock levels.
Updates computer inventory system with stock storage locations.

Keeps storerooms and storage shelves neat, clean, and orderly with emphasis on sanitation and personnel safety.

Perform other duties as assigned consistent with position classification. Assist in functional areas of Food Service Department. Report to Supervisor any problems relevant to assigned responsibilities.
Orders and picks up specialty foods, supplies, and emergency orders from local vendors where delivery is not available.

	Ongoing
	
	E
	Works cooperatively with Food Service Department coworkers, management, staff of various hospital departments, and the public.  Acts as a positive representative of the Food Service Department.

	Ongoing
	
	
	CULTURAL COMPETENCY AND DIVERSITY:
1. Consistently treats consumers and co-workers with dignity and respect.
1. Demonstrates recognition and appreciation of the value of individual and cultural differences.
1. Assures 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.
Understands how to access OSH Cultural Diversity Manager with questions or practical assistance with service delivery.

	Ongoing
	
	
	Core Values
As an employee of Oregon State Hospital, demonstrates awareness, understanding and alignment in service delivery with the DHS Core Values of Integrity, Stewardship, Responsibility, Respect and Professionalism.
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	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.
· Must be able to speak, write, and understand verbal and written instructions in English.
· Must be able lift over 50 lbs. daily and 100 lbs. with assistance. 
· Occasional local travel.
· Exposure to fluctuating temperature. Ability to work in -20 degrees Fahrenheit for up to 30 min. at a time.
· Works around wet floors.
· Work hours subject to change with little notice.  May be required to work hours that exceed regular shift, i.e. a double shift or a different shift in addition to regular schedule.
· Works flexibly and cooperatively with co-workers and other hospital employees.


Level 3 - Restricted

	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 Health Division Sanitation Standards
· OPEU Contract
· Oregon Department of Transportation Rules and Regulations
· DHS, OSH & Food Service Policy & procedure
· OSH Diet Manual
· Food Handler’s Certification and Sanitation standards
· MSDS Sheets
· SEIU Contract
· OSH & Food Service Department Policy & Procedure Manuals
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b.	How are these guidelines used?
Provide official definitions and procedures to follow to conserve and protect state funds and properties and outline reports required by higher authorities. Provide general administrative policies, specific instructions and detailed description of position function and service delivery.
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	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?

	Purchasing Dept.
	Phone/In Person
	Purchasing Issues
	Daily

	Vendors/ Suppliers
	Phone/In Person
	Service/supply Issues
	Daily

	Agency Staff
	Phone/In Person
	Service/supply Issues
	Daily

	Other Agencies
	Phone/In Person
	Service Issues
	Weekly

	DAS Procurement
	Phone/In Person
	Price Agreements
	Monthly
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	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions.
Responsible for decision making on ordering food using computer analysis and reports to identify trends, seasonal adjustments, menu cycles, vendor changes, etc. and production requirements. Generates and analyzes computer reports for forecasting and ordering of food for menu production by using a computer recipe and inventory program to extract pertinent information that the production departments need for a given period of time and makes adjustments according to the forecast for the given time period. Adjust vendor orders according to current demands, patient population and special diet requirements to ensure quality, and amounts of food and supplies are on hand. This is critical to order the proper amounts to avoid overages, (waste) or shortages which can lead to inadequate supplies for the patient menus.  

Analyzes reports to ensure adequate storage and space requirements are met to accept or reject shipments.

Logs in to vendors computer systems to transmit ordering information, place the order, and determine and submit schedules as to when the shipment is to arrive at the facility. 

Uses a computer inventory system to accomplish the mechanics of purchasing, receiving, and issuing.   Uses computer reports to reconcile incoming monthly statements against receiving records and invoices to complete the accounts payable process.

Level 3 - Restricted

Level 3 - Restricted
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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

	Food Service Manager
	All
	Written & Verbal
	Daily / Weekly / Annually
	Job Expectations
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	SECTION 9. OVERSIGHT FUNCTIONS	 (Supervisory positions only)

	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?

	
	|X|  Plan work	|_|  Coordinates schedules
[bookmark: Check49]|X|  Assigns work	|_|  Hires and discharges
|_|  Approves work	|_|  Recommends hiring
|_|  Responds to grievances	|_|  Gives input for performance evaluations
|_|  Disciplines and rewards	|_|  Prepares and signs performance evaluations
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	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.
· All positions in DHS require a criminal records check.
· Must have or be able to obtain a valid Oregon Forklift Operator Certification(agency will assist with training) Strong communication skills on phone, fax and E-mail
· Knowledge of State of Oregon purchasing and contracting policies and procedures
· Experience with computerized purchasing, receiving and inventory systems
· Experience with manual purchasing, receiving and inventory methods. Must have experience and proficiency in the operation of common office devices and equipment; at least one year of experience in keyboarding and computer operations. Experience in operating warehouse material moving equipment
· Current Food Handlers card
· Must possess a valid Oregon Driver’s License. Skill in compiling and analyzing data from databases and reports to establish usage trends. Ability for excellent organization of files and records. Flexibility to change priorities and juggle tasks for optimal performance and service to patients of OSH

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

	
	
	

	
	
	




Page 2 of 13	OHA 0105 (01/25), recycle priorLevel 3 - Restricted

Level 3 - Restricted

	
	Page 5 of 6	OHA 0105 (01/25), recycle prior [OSH]
	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.
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	SECTION 12. SIGNATURES

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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