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	STATE OF OREGON
Oregon Health Authority (OHA)

POSITION DESCRIPTION
	Position Revised Date:

7/1/2012

This position is:

	Agency: 
Oregon Health Authority
Division: 
Oregon Public Health Division
 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:
	Operations and Policy Analyst 3

	b.
Classification No:
	MMN-X0872
	
c.
Effective Date:
	7/1/2012

	d.
Position No:
	1002965
	

	e.
Working Title:
	Lead Program Support Manager

	f.

Agency No:
	44300
	

	
g.
Section Title:
	Office of the State Public Health Director

	
h.
Employee Name:
	

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

	
j.
Supervisor Name:
	Jean O’Connor

	
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.

The 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. 

Public Health Division’s vision is: Lifelong health for all people in Oregon.

Our mission is: Promoting health and preventing the leading causes of death, disease and injury in Oregon. 

The Division is aligned with the Oregon Health Authority’s core values of partnership, service excellence, leadership, integrity and health equity. 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

The Public Health Division’s goals are to:

Make Oregon one of the healthiest states by preventing tobacco use; decreasing obesity/overweight; reducing suicide; preventing or reducing heart disease and stroke and increasing survivability; preventing family violence and increasing community resilience to emergencies. 

Make Oregon’s public health system into a national model of excellence by transforming the public health system through accreditation; supporting coordinated care organizations (CCOs) in achieving community health goals; increasing the use of health impact assessments as a tool in communities; establishing mechanisms that ensure health in all policies; and maintaining excellence in epidemiology and surveillance.

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.

The Division’s work affects all Oregonians. Many of the programs overseen by the Office of the State Public Health Director are administered in collaboration with Oregon’s 34 local health departments, healthcare systems and partners. The Division has approximately 700 FTE and is responsible for oversight of $524.3 million biennially.

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, 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, child care 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.
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 purpose of this position is to provide high-level consultation and technical guidance on a broad range of program operational and administrative systems for a variety of public health programs/issues within the OSPHD. Specifically the programs of Health Security, Preparedness and Response, Emergency Medical Services and the Trauma Unit have statewide authority and responsibilities.  Using a broad perspective, this position advises the State Public Health Director and Deputy Director, Center Administrations, Section/Program Managers and administrative staff in the development and management of program level budgets, provides oversight of statements of work and business components of contracts and agreements, monitors human resources administration and facilities planning, and assures all programs comply with State and Federal laws and policies in these areas.

This position provides high-level consultation and analysis to the Director and Deputy Director and Program Managers on the short and long term implications of the administrative, policy and programmatic management decisions made on behalf of OSPHD.  This position provides direction to Center assigned Program Support Managers, Program/Section Managers and other staff in the most effective utilization of human, fiscal and equipment resources so that program outcomes and program impact are achieved and meet the goals and objectives mandated by law and the priorities established by the Legislature, the Governor, the Oregon Health Authority and federal and other funding agencies.  This position represents and advocates for the Office with other state and local agencies, federal granting agencies, other programs and centers within the Division and Health Authority and with other community partners and contractors.  
Direct and manage the functions of the Program Operations which serves PHD by bringing appropriate staff together to plan, develop and implement policies, systems, and procedures and address program needs and priorities by determining the most effective utilization of human, fiscal and equipment resources in order to carry out PHD and OHA goals and objectives, and by providing services to targeted Offices within Public Health.
This position has delegated authority to make budget and spending decisions.  Working with a high degree of independence, this position provides program operations and fiscal expertise to a variety of program areas and funding sources with varying complexity and differing requirements in an Office of over 45 employees, with a biennial budget exceeding  $ 46 million (including separate federal grants and contracts). 
	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


	25%
	NC
	E
	POLICY DEVELOPMENT & ANALYSIS

· Serves as a member of the Office’s management team in developing policies and setting priorities for the Office, recommending revisions to policies and procedures as necessary.  Participates in office-wide management groups to coordinate those activities which cross sections.

·  Identifies, analyzes and consults on business aspects of program development and implementation issues and opportunities as they emerge.

· Monitors trends related to office operations, assessing Office policies and procedures for efficiency and effectiveness and recommending changes and/or improvements to Office, Division, and/or Agency administrators.

· Analyzes human resources needs and issues in the Office related to compression, equity and appropriate classification of positions, researching current trends and market rates, in order to recruit for, hire and retain the most highly qualified and experienced public health professionals. Recommends changes to Office Management, DHS and DAS Offices of Human Resources, as needed. 

· Analyzes and recommends proposals for reduction options for the Office, taking into consideration Office priorities and other potential internal and external reactions to proposals.

· Represents PHD on various committees as requested by Deputy Public Health Director. Acts as a liaison representing PHD to DHS/OHA Shared Services including the Office of Contracts and Procurement, Business Continuity, Office of Facilities Management, and the Office of Records Management.

	40%
	
	E
	PROJECT MANAGEMENT
· Directs the budget development project for the Office’s State biennial budget.  Analyzes and recommends human resources needs to ensure appropriate staffing levels and requests for position authority.  Analyzes and projects revenue, identifying shortfalls and developing options to ensure continued effective program operations.  Develops and analyzes data to determine uncertainties and other variables that may affect the long term goals or performance of the programs.  

· Recommends Office budget and spending plans.  Documents and makes recommendations related to the Office’s biennial budget and available options to the Deputy Director and program managers in order to obtain the resources necessary to maintain or implement program priorities.  Monitors budget development activities and time lines to assure activities are conducted according to plan.   Acts as the liaison to DHS budget staff.

· Monitors and tracks the Office biennial budget and spending plan.   Provides high level budget analyses and reports to Deputy Public Health Director and Program Managers.  Recommends and develops interim resource requests to be approved by the Legislature.

· Collaborates with program/section managers and other staff in the solicitation process for personal services contracts.  Reviews and edits statements of work and fiscal components of personal services contracts, grant awards, OIS and technology initiatives,  intergovernmental agreements and inter- or intra-agency agreements for clarity and completeness, as well as unintended risks. Approves all requests for contracts.  Serves as contract administrator for cross-section contracts, as needed, monitoring and evaluating contractor performance.

· In consultation with PH Deputy Director manages Office human resources.  In accordance with DAS and DHS personnel policies and procedures, recommends appropriate staffing levels and position classification options to section and program managers.  Reviews and approves all personnel actions.  Recommends actions and financing of promotions, reclassifications and position reallocations.  Consults with office managers in the interpretation of personnel rules and bargaining unit contracts.  Serves on interview and recruitment panels at the request of program/section managers.  Acts as liaison on Office personnel and position management issues with DHS Offices of Human Resources and Finance and Policy Administration.

· Coordinates or develops various grant and other funding proposals in collaboration with program/section managers.  Recommends budgets, time lines and spending plans.  Provides consultation and technical expertise to program/section managers in the development of grant requests and post-award administration of grant funds to assure compliance with Federal law and other policies and procedures.  Participates in contract negotiations with various funding agencies.  Develops reports and management studies related to program operations to assist management in the evaluation of program activities and recommends adjustments to program/section managers as necessary.  

· Directs the preparation of the Office’s grants to Local Health Departments for several statewide public health programs, including annual budgets and guidelines.   Provides consultation to program managers in the development of program elements to be included in financial assistance agreements with sub-grantees.  Assures that revisions are initiated as necessary throughout each fiscal year.  Monitors local health department spending and recommends adjustments to grant awards and/or payments, as needed.

· Develops carry-over funding requests in response to changes in project scopes.

	20%
	
	E
	LEGISLATIVE ACTIVITIES
· In collaboration with senior management, during development of the Agency’s biennial budget, recommends reviews and analyzes Office’s legislative concepts, budget policy option packages and budgetary reduction options.

· Tracks and evaluates proposed legislation for fiscal and other impacts on the Office’s and/or the Division’s programs.  Prepares Office’s fiscal impact statements reflecting potential impact and revises as necessary, working with Department staff, staff from other affected agencies, DAS analysts, and LFO analysts.  

· Monitors federal legislation and evaluates the impact of changes in legislation on Office’s programs.  Consults with program managers on programmatic changes required to comply with new legislation and regulations.

	10%
	
	E
	OPERATIONAL PROCESSES – IMPLEMENTATION & EVALUATION

· Designs, implements, monitors and evaluates Office and Division business practices and administrative processes, to reduce barriers, improve efficiency and ensure effectiveness of a variety of statewide public health programs.  
· Recommends operational changes to senior management based on sound data analyses (including cash flow projections) and evaluation of findings, especially in grant based program areas.
· Oversees and streamlines purchasing, contracting, travel and other fiscal processes for the Office, including review and approval of all purchases made to assure that they are in compliance with all State and Federal purchasing rules, guidelines and procedures, and that appropriate funding sources are being used to make payments.  Serves as the Office’s primary contact with Financial Services for purchasing and other fiscal issues.
· Recommends PHD operational policy/program changes by analyzing pertinent issues and information, assessing the impact of the proposed policy on the provisions of services to all PHD Offices, determining resources necessary to implement such policy/programs and finding ways to streamline processes in order to ensure efficient and effective use of resources.
· Performs supervisory functions by interviewing, selecting and providing training for new staff, by approval and disapproving recommendations from subordinate staff on personnel actions; by evaluating subordinates
 performance, by hearing and resolving employee grievances; and by determining the need for and initiating disciplinary action in order to ensure adequate and competent staffing for Program Operations
· Evaluates the quality of services from Program Operations through the review of reports and communications with managers; confers with key PHD management staff to review and or reallocate resources to meeting challenges of changing program needs, resolves conflicts, while ensuring compliance with established policies, 
objectives, and priorities of the Agency.

	5
	NC
	
	Other duties as assigned.

	At All Times
	N
	E
	Consistently treats customers, stakeholders, partners, vendors and co-workers with dignity and respect. Creates and maintains a work environment that is welcoming and respectful of diversity. Sets clear guidelines and models expected professional behaviors. 


	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.
Work is performed in a standard office environment with no unusual demands or exposures.  Travel is required to attend meetings, conferences, and to make presentations, both in- and out-of-state.  Work is often required outside normal hours, including evenings, weekends, and holidays.  Many assignments will have short timelines. May be required to be present, facilitate or resolve controversies within high conflict environments. Expected to carry PDA and maintain two way communications while on duty including evenings, holidays and weekends

	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 Revised Statutes

Oregon Administrative Rules

State Accounting Manual

Generally Accepted Accounting Principles

Collective Bargaining Agreement

Oregon Health Authority Policies and Procedures

Attorney General's Administrative Law Manual

Attorney General's Model Public Contract Rules Manual

 Attorney General's Public Records and Meetings Manual

Federal laws and rules governing program-specific grants.

b.
How are these guidelines used?

Assist in formulating policies and establishing priorities and procedures and to establish the parameters for carrying out the duties of this position.

	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 or DHS fiscal officers and their subordinates, other program support managers, federal representatives for program grants, fiscal officers of other agencies, DHS contracts managers and their staff.
	In person; by phone; in writing
	Coordinate accounting functions; clarify guidelines, policies and procedures; coordinate budget preparation and execution; coordinate interrelated department business transactions; coordinate interagency agreements with other state agencies; ensure federal grant compliance.
	Daily

	Human Resources Manager and staff, Information Services Managers and staff
	In person; by phone, in writing
	Coordinate personnel actions and assure appropriateness; coordinate information services support and equipment acquisition.
	Frequently

	DAS Policy Analysts and OHA Policy Analysts
	By phone, in writing
	Prepare responses to inquiries regarding budgets, program operations and expenditures and revenues.
	Frequently – as requested

	Legislative Fiscal Office
	By phone; in writing
	Prepare responses to inquiries regarding fiscal impact of proposed legislation, budget requests and program operations.
	Frequently – as requested

	Federal or other Grant or Project Officers
	By phone; in writing
	Prepare responses to inquires, make inquiries on behalf of programs related to budget or other administrative matters.
	Frequently-as requested

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION 7. POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position. Explain the direct effect of these decisions:
This position has the flexibility and independence to make high level decisions that affect programs, funding streams and strategic decisions for the Office and the implementation of statewide programs.  This position has delegated authority to make budget and spending decisions. Decisions involving independent judgment and action are made daily to assure that the Office's program operations are consistent with legislative direction and all applicable statutes, rules, policies, regulations and grant and contract requirements.  Evaluations, decisions and recommendations affect staff and statewide program operations serving all Oregonians in 4 program units with over employees, an estimated biennial budget of $ million, all with separate grants and contracts.  Special attention must be paid to requirements of various federal funding agencies including, but not limited to, the Centers for Disease Control and Prevention (CDC), Health Resources Services Administration (HRSA), Chemical Stockpile Emergency Preparedness Program, and the Department of Homeland Security.
	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


	PEM H – State Public Health Deputy Director
	0000583
	In person
	As needed
	To assess quality of work, solve problems and determine whether employee is performing satisfactorily.

	
	
	
	
	


	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	4
	

	
	How many employees are supervised through a subordinate supervisor?
	4
	

	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.
Budget constraints may require staff take unpaid furloughs at the direction of the Governor, Director of the Oregon Health Authority or the Public Health Director.

Instate travel may be required several times a month.

Work outside of normal working hours is required occasionally to meet special work demands.

Knowledge and experience in the principles and practices of management organizational behavior for coordination and liaison activities is critical to the success of this position.

Knowledge and experience in the principles and practices of budgeting (ORBITS) account systems (SFMS) personnel (PICS) for budget, accounting, position management is required. 

Experience in and understanding of state, local and federal government systems and operations is desired.

     

	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


	Office of The State Public Health Director
	$  10.6 Million

$    1.6 Million

$  34.2 Million
	General Fund

Other Funds

Federal 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

	
	
	
	

	Employee Signature
	
	Date
	

	
	
	
	

	Supervisor Signature
	
	Date
	

	
	
	
	

	Appointing Authority Signature
	
	Date
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