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                  STATE OF OREGON







This position is:

                                   EXECUTIVE DEPARTMENT  

 
                Personnel and Labor Relations Division



 (X)Mgmt Service-Supv

 



(  ) Mgmt Service-Conf


       


(  ) Classified

                                  POSITION DESCRIPTION
(  ) Unclassified

(  ) Executive Service

                                                                                
(  ) New  (X) Revised

To use this form, turn on your Reveal Codes, and use arrow keys to pass over each tab.  This will allow you to begin typing and/or filling a box at the correct location.

SECTION 1.  POSITION INFORMATION                                                                                                                                                  

Class No. and Class Title:  
   

Effective Date:   

Position No.: 
 

Working Title:    Adolescent Health Section Manager

Work Unit:  
Office of Family Health

Agency No. and Name:   33300 Oregon Health Division

Employee Name: 

Work Location (City-County):  Portland, Oregon, Multnomah County           

 ADVANCE \u 2

 ADVANCE \u 2_______________________________________________________________________________________________ 

k.
Position:
(X) Permanent
( ) Seasonal
( ) Limited Duration
( ) Academic Year



(X) Full Time
( ) Part Time
( ) Intermittent
( ) Job Share    

 ADVANCE \u 2

 ADVANCE \u 2_______________________________________________________________________________________________

l.
FLSA:    (X) Exempt     ( ) Non-Exempt               
m. Eligible for Overtime:  ( ) Yes     (X) No 

 ADVANCE \u 2

 ADVANCE \u 2

 ADVANCE \u 2_______________________________________________________________________________________________

SECTION 2.  PROGRAM/POSITION INFORMATION
a.
Describe the program in which this job exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.

The  Adolescent Health Section is within the Office of Family Health (OFH), Health Services, Department of Human Services. Other sections within OFH include Women's & Reproductive Health, Perinatal & Child Health, Nutrition and Health Screening (WIC), Dental Health and Immunization. The Adolescent Health Section works collaboratively with the programs and services managed and administered by these Sections and with other Offices within Health Services and State Government as they affect the school-aged child and adolescent. The Adolescent Health Section strives to integrate programming with other Department of Human Services and state agencies providing adolescent services. Services provided within the Section and Offices(s) are essential to Health Services mission of promoting and preserving the health status of Oregonians.

The Adolescent Health Section provides program planning, organization, support and implementation for activities and projects related to a wide range of adolescent health topics through various assessment, policy development and assurance activities. The program gives direct guidance and support to the School-Based Health Center Program, Coordinated School Health Program, Teen Pregnancy Prevention, Adolescent Nutrition, Physical Activity and other general adolescent health issues.
b.
Describe the purpose of this position, and how it functions within this program, by completing this statement:

The purpose of this job/position is to . . .

Provide overall leadership, public health expertise and direction on adolescent health issues, and work with the program coordinators in managing the programs assigned or promoted within the Adolescent Health Section.  The position serves as the Federal Title V Maternal & Child Health Bureau State Adolescent Health Coordinator responsible to the HP2010 Adolescent Health Leading Indicators and National and State defined Maternal and Child Health Objectives relevant to the adolescent population. Public health leadership, expertise and direction activities include: following vital statistics information; reviewing program data; conducting surveys or other data gathering efforts to assess the needs of adolescents and school-aged youth in Oregon; using the information gathered to develop policy, to design needed programs, and to advocate for these policies and programs through appropriate public and private partnerships and state legislative mechanisms and entities; ensuring that existing programs are carrying out their mandates by providing technical assistance; and monitoring the activities of local health departments and/or other providers. Activities also include developing a team or collaborative approach within the section, and providing personnel and fiscal management guidance to all staff and programs in the section.  In addition, the position provides adolescent health guidance and consultation to other DHS-Health Services and Office of Family Health programs as needed or assigned and participation in relevant Federal and National activities to promote a comprehensive adolescent health agenda.

SECTION 3.  DESCRIPTION OF DUTIES
List major duties.  Note percentage of time duties are performed.  If this is an existing position, mark "N" for new duties or "R" for revised duties.

_______________________________________________________________________________________________

 % of

 Time
N/R
                     DUTIES

 ADVANCE \u 2

 ADVANCE \u 2_______________________________________________________________________________________________

Management (35%)
15%E
Provides direct supervision of professional staff, administrative assistants, and office specialists.  Conducts hiring activities, promotes training and other staff development activities; assigns and reviews work; evaluates performance. Promotes a team approach for dealing with adolescent and school-aged child health issues.  

10%E
Participates on Office of Family Health management team and supports the OFH and DHS missions. Works in close collaboration with other section managers to assure coordination of activities and provides cross-coverage for Perinatal and Child Health Section management functions as needed. Leads or serves on committees as assigned representing management, Adolescent Health Section or Office of Family Health interests.  

10%E
Develops state budget requests and grant applications to federal and other agencies. Monitors expenditures and program activities, and assures that reporting requirements of funding sources are met. Makes budgetary decisions and sets budgetary priorities.
Assessment (15%)
10%E
Collects, analyzes and disseminates information on adolescent and school-aged child health issues paying particular attention to  the Oregon Benchmarks, US Healthy People 2010 Adolescent Health Leading Indicators, and the Applicable MCHB Title V National and State Monitoring Measures; works with a variety of people including program coordinators within the Adolescent Health Section and Office of Family Health, staff  in the Office of Disease Prevention and Epidemiology and Office of Health Statistics, Evaluation & Research, other state and national partners and special consultants.

5%E
In collaboration with program coordinators and staff within the Adolescent Health Section and Office of Family Health, maintains a computerized statewide data information system for school-based health center programs and reports on utilization and services of primary, preventive and mental health care services; compiles and analyzes and reports information on health care access and health care services capacity in conjunction with other state agencies (e.g. Department of Education, SHPPS Survey), Health Services Offices (Health Statistics, Evaluation & Research, Oregon Healthy Teens Survey) and other state partners.

Policy Development (20%)
10%E
Develops and recommends state-level policies, guidelines, program strategies, and resources required to meet program objectives. Participates in development and represents state-level, DHS and local state plans, policies or agendas to improve adolescent health.

5%E
Educates state and local decision-makers and the public regarding adolescent and school-aged child health issues, programs and practices.

5%E
Serves as a health policy leader or liaison and promotes a coordinated approach to policy development and program planning by working with other agencies and organizations involved with adolescent and school-aged child health issues, particularly local health departments.

Assurance (10%)
10%E
Allocates funds to local programs, and in collaboration with program coordinators, develops program guidelines, certification or standards, provides training, offers technical assistance, and performs regulatory functions and on-going monitoring of local activities.

State, Regional and National Partners (15%)
10%E
Serves as a liaison or in a leadership capacity with other internal/external public, private and community state partners who share common objectives or benchmarks directed towards improving health outcomes and advancing common policies, practices and resources to support adolescent and school-aged health program prevention or intervention models or frameworks consistent with a public health approach.
5%E
Serves as the MCHB Title V State Adolescent Health Coordinator Network (SACHN) representative, participates in regional and national professional development, planning and policy development activities and provides representation for the Office of Family Health and other Health Services/State of Oregon programs supporting adolescent and school-aged health needs. Serves as a liaison or in a leadership capacity with other national organizations (e.g. National Assembly on School-Based Health Care) directed towards advancing common policies, practices and resources to support adolescent and school-aged health program prevention or intervention models or frameworks consistent with a public health approach.
Other Duties as Assigned(5%)
5%
Variable

SECTION 4.  WORKING CONDITIONS
Describe special working conditions, if any, that are a regular part of this job.  Include frequency of exposure to these conditions.

Requires some in state and out of state travel with overnight stays. Requires frequent in-state travel to attend meetings, work group activities, training and technical assistance. Requires weekend and evening hours.

_______________________________________________________________________________________________

SECTION 5.  GUIDELINES
a.
List any established guidelines used to do this job, such as state or federal laws or regulations, policies, manuals or desk procedures.

Oregon Statutes regarding public health, health care, health care providers

OHD Policies and Procedures Manual


Title V of Social Security Act and related regulations and guidelines


Grant application guidelines and requirements for grants from various sources


Professional Association, Organizations and/or National standards or guidelines related content area

b.
How are these guidelines used to perform the job?


These guidelines must be followed (statue/rule/policy) or provide guidance  when performing job functions.

_______________________________________________________________________________________________

SECTION 6. WORK CONTACTS
With whom outside of co-workers in this work unit must this position regularly come in contact?


Who Contacted
How
          Purpose
How Often?
Policy Stakeholders
In person/phone/written          Inform, coordination
Monthly/weekly




           policy development


OHD,staff
In person/phone/written          Planning, coordination
Daily


OHD management
In person/phone/written          Planning, coordination
Daily/weekly





policy development



Local health 
In person/phone/written         Technical assistance,
Daily/weekly


departments
                                 
          consultation


Other state or local
In person/phone/written         Information sharing,
Daily/weekly


agencies/organizations
                                                program development


Federal/national
In person/phone/written         Coordination, review,
Weekly


organizations

            consultation


General public
Phone/written
         Provide information
Daily/weekly

_______________________________________________________________________________________________

SECTION 7.  JOB-RELATED DECISION MAKING
Describe the kinds of decisions likely to be made by this position.  Indicate affect of these decisions where possible.

This position makes hiring, evaluation and work assignment decisions which affect employees in the Adolescent Health Section. This position also makes policy and fiscal decisions which affect local agencies and other state partners and may affect the credibility of the Department. The position helps establish standards for care in selected program areas and recommends best practices. Since the safety of the public is at risk, the person in this position needs to be knowledgeable about public health issues and practices. The person in this position advises key policy stakeholders, on steps to assure the efforts for improving the overall health of adolescent and school-aged children are successful (e.g., the Governor’s Office, Legislators, the Department of Human Services Director, other Department of Human Services Programs, and policy people).
SECTION 8.  REVIEW OF WORK
Who reviews the work of this position?  (List classification title and position number.)  How?  How often?  Purpose of the review?

Principal Executive/Manager G (Assistant Administrator, Office of Family Health.)  Work is reviewed periodically through review of written materials and in person updates. The purpose of the review is to assure effectiveness, prioritize activities, and to comply with policy.

_______________________________________________________________________________________________

SECTION 9.  SUPERVISORY DUTIES   TO BE COMPLETED ONLY FOR POSITIONS IN MANAGEMENT SERVICE

a.  How many employees are directly supervised by this position?   8     Through Subordinate Supervisors?   0  
Often supervises state or national interns in Public Health attached to Adolescent Health

b.  Which of the following supervisory/management activities does this job perform?


(X) Plans Work
(X) Responds to Grievances
(X) Hires/Fires (or Effectively Recommends)


(X) Assigns Work
(X) Disciplines/Rewards
(X) Prepares and Signs Performance Appraisals


(X) Approves Work


_______________________________________________________________________________________________

SECTION 10.  ADDITIONAL JOB-RELATED INFORMATION
Any other comments that would add to an understanding of this position:

SPECIAL REQUIREMENTS:  List any special mandatory recruiting requirements for this position:

BUDGET AUTHORITY:  If this position has authority to commit agency operating money, indicate in what area, how much (biennially) and type of funds:

$3-4 million per biennium

_______________________________________________________________________________________________

SECTION 11.  ORGANIZATIONAL CHART

Attach a current organizational chart.  Must include all permanent positions in section, showing Section Manager 
and/or Office Administrator at top of hierarchy.  Do not include temporaries. 

_________________________________________________  _________________________________________ 

Employee Signature                              Date                          
Supervisor Signature                     Date

_________________________________________________

Appointing Authority Signature              Date 


-
-


-
-


