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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

05/23/23
This position is:

	Agency: 
Oregon Health Authority
Division: 
OSH/Operations/MD Warehouse
 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:
	Seamster

	b.
Classification No:
	C9201
	
c.
Effective Date:
	

	d.
Position No:
	     
	

	e.
Working Title:
	Seamstress

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Material Distribution Warehouse

	
h.
Employee Name:
	Vacant

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

	
j.
Supervisor Name:
	Ernestina Hales

	
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.

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.
Purpose: The material Distribution Warehouse provides a variety of Centralized services in the areas of a Shuttle Service, Purchasing, Receiving good and Inspection, Printing and Reproduction, Warehousing and Storage, Inventory Management and Control, Issues of General, Forms, Janitorial, Medical, Linen Supply, Clothing and Sewing services, Capitol and Non Capitol assets.

Size / Scope: The Warehouse is a part of the Operations Department of the Agency.  It is assigned 22 full time permanent positions.  The agency has over 2,600 employees providing care for over 650 patients with a biennial budget of approximately 15 million.  Supporting two campuses one in Salem and the other in Junction City.


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:
Provides tailoring, sewing, mending and fabrication services for patient clothing.  Design, cut and fabricate articles of clothing, draperies, linen and other textile for special articles necessary for the efficient operation of the agency.  Receive, issue, delivery, cleaning, sorting, marking, storing, displaying, physical inventory control, computer entries, and keeping of related records of clothing and supplies.
	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


	60%
	R
	E
	Process material requisitions and work orders for clothing items, issue new and used clothing articles to patients, receive, store, and display new and used items.  Conduct Clothing Rack Par inventory and replenish to meet the required quantities needed per unit. Sort cleaned state issued returned clothing, and restock displays, assist patients, and direct care staff in selection of clothing. Input computer entries.  Keep and maintain related files and records as well as submit required reports.  Prepare necessary forms or inform purchasing staff of low stock for reorders.  

	30%
	NC
	E
	Measure, Construct, Mend, Hem, and alter patient clothing to specifications.  Make patterns and construct specialty items to customer specifications.

	10% 
	R
	E
	Utilize Carts, and tubs for the delivery of Clothing to units.  Organize unit clothing par stock racks.  Provide services to the Junction City Campus.  Perform other duties as assigned, keep manager or lead worker informed of any irregularities in all functional areas.

	Ongoing
	R
	E
	Keep clothing shop neat, clean, and orderly. Keep up to date on required courses.

	Ongoing 
	NC
	E
	Works cooperatively with MD Warehouse co-workers, management, staff of various hospital departments, and the public. Acts as a positive representative from the Material Distribution Warehouse.  Participates in the (LDMS) Lean Daily Management System.

	Ongoing
	NC 
	E
	CULTURAL COMPETENCY AND DEVERSITY
1. Consistently treats consumers and co-workers with dignity and respect.

2. Demonstrates recognition and appreciation of the value of the individual and cultural differences.

3. Assures that service delivery is in a culturally competent way, assures printed materials are available in different languages as needed and or in alternate format, bilingual services are available, and facilities are accessible to all consumers.

Understand how to access OSH Cultural Diversity Manager with questions or practical assistance with delivery service.

	Ongoing 
	NC 
	E
	Core Values

As an employee of Oregon State Hospital, demonstrates awareness understand and alignment in services delivery with the DHS Core Values of Integrity, Stewardship, Responsibility, Respect and Professionalism.


	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.
Requires frequent exertion and lifting up to 50 lbs. 
Requires pulling, pushing, bending and stooping at all times.

Able to work in inclement weather.

Works in areas with wet floor surfaces (cement, tile, etc.)

Requires a valid driver’s license.

Works and operates vehicles during, hot, humid, or inclement weather, such as snow, ice, wet pavement, which creates hazardous driving conditions.

Must be able to speak, write, understand and follow written and verbal instructions in English.

Work hours subject to change with little notice. May be required to work hours that exceed regular schedule, such as double shift or different shift in addition to regular schedule. May be required to work on holidays.

Work flexibly and cooperatively with coworkers and other hospital staff.
Work around mentally ill patients that could act out at any time.

	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:
OSH Policies and Procedures

DHS Policies and Procedures

DAS Purchasing and Procedures

OSH Material Distribution Warehouse Manual

OSH Safety manual

OSH Infection Control Manual

OSH Emergency Preparedness Manual

b.
How are these guidelines used?

Used as a general reference in the management and performance of duties and service functions.

	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?


	Agency Staff
	Phone/In Person
	Service/Supply Issues
	Daily

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

	Hospital Patients
	Phone/In Person
	Instruct/Patent Packages 
	Daily

	MD Warehouse Manager 
	Phone/In Person
	General Direction/Problem Resolution/Service-Employee Issues
	Daily

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Prioritize jobs to be performed with the constant changing priorities, the first being Patient Care and Safety, then regular assigned duties. (affects workflow)

Present concerns, new ideas and problems to the MD Manager (affects the daily operations of the MDC and possibly Direct Care Staff)

	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


	Principal Executive Manger D
	2603001
	In Person, Phone, Email, Text
	Daily, or as necessary
	Review is to ensure accuracy and compliance with rules and policies, and adherence to procedures and practices, and that they support functions and departmental goals and objectives achieved to stay in compliance with The Joint Commission’s standards.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	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?

	
	 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.
Must be able to sew and make alterations.

Must possess a valid Oregon Driver's License

Flexibility to change priorities for optimal performance and service to the patients and Health Care Providers of OSH 

Have good communications skills


	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
	
	

	
	
	

	
	
	


	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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