Click here to link to instructions 
All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.
	[image: image1.png]



	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

08/11/2025
This position is:

	Agency: 
Oregon Health Authority
Division: 
Oregon State Hospital
 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:
	Business Operations Manager 3

	b.
Classification No:
	X7083
	
c.
Effective Date:
	     

	d.
Position No:
	000000066482
	

	e.
Working Title:
	Director of Training & Education

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Deputy of Finance & Administrative Operations

	
h.
Employee Name:
	Vacant

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

	
j.
Supervisor Name:
	Ben Milner

	
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.

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.
The Oregon State Hospital 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 stakeholders and communities to protect and promote the health of all Oregonians

· Seeking, listening to, 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.

This position is a key part of Oregon State Hospital's administrative operations, reporting directly to the Deputy of Finance & Administrative Operations, under Finance and Operations. The Finance and Operations department guides and oversees administrative and business operations across the hospital system.

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 purpose of this position is to oversee OSH training and education coordination functions for the hospital. This position oversees a department that evaluates and delivers all training, education and staff development initiatives across the hospital. The purpose of this position is to lead the collaboration with other leaders to promote best practices for workplace learning, engagement and support.
	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%
	N
	E
	LEADERSHIP

· Provide leadership and oversight to all training and education functions. 

· Achieve strategic training and education outcomes through providing direction and vision to the department.

· Serve as a key advisor to the CFO/COO on hospital-wide training and education matters.
· Advise and assist OSH leadership with training, education and policy-related strategic planning.

· Participate in OSH-wide and agency-wide teams to establish training and education outcomes. Represent OSH in OHA-related training and education changes.

· Partner with senior leaders to effectively diagnose, develop and implement appropriate strategies to drive organizational effectiveness via training and education development and/or alignment.

· Provide direction, leadership, and direct oversight to managers and directors of multiple departments including Learning & Development, Emergency Response & Staff Support and Training & Support.

	30%
	N
	E
	TRAINING & EDUCATION OVERSIGHT:
· Plan, organize and manage the integration of staff training efforts to all Oregon State Hospital employees.
· Identify and lead the efforts to facilitate program evaluation and data collection efforts designed to determine department efficacy.

· Ensure training and education adherence to The Joint Commission (TJC) and Centers for Medicare/Medicaid Services (CMS) standards of service.
· Evaluate training and education-related performance measures and direct quality improvement activities.
· Promote and integrate current evidence-based and emerging best practice models related to the delivery of workplace learning.
· Define, Measure, Analyze, Improve, and Control systems of delivery of staff training, education, engagement, and support across the hospital.
· Direct all activities of department by determining program priorities and the utilization of resources to carry out hospital goals and priorities.
· Coordinate activities with Human Resources to ensure compliance with established HR policies, objectives and applicable laws, rules and regulations as well as ensuring OSH-alignment with OHA training and education efforts and programs.
· Oversee coordination of staff training, education, and development initiatives across the hospital to ensure comprehensive and non-redundant delivery of services.

· Develop and implement strategies to increase employee engagement based on systematic feedback including OHA employee engagement survey and relevant data. 

· Implement programs which support the organization’s employee development and engagement.
· Ensure continuous alignment with OHA’s mission and vision for employee engagement. 

· Design, develop, implement and maintain a practical and innovative manager onboarding and leadership development strategy for OSH managers.

	20%
	N
	E
	COMMUNICATION:  

· Drive communication strategy and execution for the Training & education department.

· Implement proactive communication models to drive vision and execution across the department.

· Demonstrate the ability to give and receive timely and effective feedback, including developmental feedback.

· Facilitate departmental meetings to drive clear expectations and priorities.
· Serve as a spokesperson and consultant for the department in the hospital, community and professional settings utilizing public speaking skills in an effective manner. 

· Demonstrate professional conduct in all actions when serving as an employee and representative of Oregon State Hospital.

· Maintain open and clear communication with cross-agency partners—human resources, communications, etc. 

· Adopt adaptable communication style that meets timelines, individual personality styles of staff, needs of the department and the hospital.

	20%
	NC
	E
	MANAGEMENT OF STAFF & BUDGET:  

· Develop a high-performance team of managers and analysts.
· Recruit qualified candidates when filling vacant positions and participate in the selection process.

· Develop and maintain current position descriptions for direct reports.
· Provide regular feedback with objective assessment of performance in accordance with the position description via quarterly check-ins.

· Monitor, coach and/or educate team members in areas of performance where improvement is needed.

· Ensure that all staff assigned to be supervised have received orientation and onboarding, and are able to demonstrate basic skills, knowledge and competency related to their assigned positions.

· Determine the need for and initiate disciplinary action when necessary.

· Foster a safe and healthy workplace by providing opportunities for staff to provide feedback and bring issues of concern to be addressed.

· Establish reporting relationships and administrative controls over the department.
· Provide leave approval; verify accuracy of timekeeping records for assigned staff.

· Oversee time and attendance of direct reports.  

· Operate the department within established budget.

· Include fiscal issues when conducting formal or informal cost-benefit analyses of various courses of action.

	At all times
	NC
	E
	CULTURAL COMPETENCY AND DIVERSITY:  

· Promote and foster a diverse workforce through hiring, support of staff and educational offerings.

· Create a work environment of valuing individual and cultural differences and viewpoints.

· Promote hiring a varied workforce through interview and selection processes.

· Consistently treat consumers 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 are available and facilities are accessible for all consumers.

· Contacts OSH Cultural Diversity Manager for questions or practical assistance with service delivery as needed. 


	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.
General conditions consistent with the office environment and managerial level position. Position may encounter adverse physical and environment conditions when in direct care areas and may periodically engage in therapy activities as part of the leadership role. Security concerns include some contact with dangerous, potentially violent individuals. May work hours subject to change with little notice. May be required to work hours that exceed regular schedule.
	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:
Federal and state laws governing care and treatment of persons receiving psychiatric care and treatment. TJC and CMS standards for inpatient psychiatric hospital services and residential treatment services. Hospital and state licensing standards for inpatient service and residential services. Administrative Rules and Psychiatric Security Review Board pertaining to management and treatment of residents and patients.

b.
How are these guidelines used?

These guidelines provide a general framework for program management and development.  Require interpretation and development of practical applications of quality standards. Risk management related to treatment, privileges, discharge and release.

	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?


	Peers and Supervisors at OSH
	Phone/e-mail/person
	Effectively provide service delivery and collaborate with other hospital departments
	As needed

	Subordinates
	Phone/e-mail/person
	Communicate issues, provide supervision, collaborate
	Daily 

	Patients/Residents
	Phone/e-mail/person
	Discussion of treatment issues/concerns and identification of staff training or skills gaps. 
	As needed

	Representatives of other organizations and agencies
	Phone/e-mail/person
	Collaboration on best practices
	As needed

	OSH Senior Leadership Team
	Phone/e-mail/person
	Strategic priorities; high-impact projects and initiatives 
	Weekly

	Human Resources
	Phone/e-mail/person
	Coordination of services
	As needed


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
Directs all activities of the Training & Education Department by determining program priorities and utilization of resources to carry out the mission and vision of OSH and OHA and other regulating bodies. The decisions made by this position would affect the training and education impact for over 2,600 staff at the Oregon State Hospital.  
	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


	Business Operations Administrator 1
	000000016831
	In person/e-mail/phone
	Weekly/as needed
	Discuss ongoing status of department operations and review work for overall efficacy and efficiency. 


	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	5
	

	
	How many employees are supervised through a subordinate supervisor?
	40
	

	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.
Experience with Training, Education and Policy development and execution.

Experience leading a department that has deliverables related to training, education and policies. All three of these are core functions that are required for this position.

	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


	Training & Education
	Delegation on file 
	General Fund

	
	
	

	
	
	


	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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