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	STATE OF OREGON

POSITION DESCRIPTION
	Position Revised Date: 
September 2024
This position is:

	Agency:  Long Term Care Ombudsman
Facility:  Salem Headquarters 
 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 2
	
b.
Classification No:
	Z7008

	
c.
Pos. Est. Date:
	July 1, 2014
	
d.
Position No:
	1140029

	
e.
Working Title:
	Agency Deputy Director
	
f.
Agency No:
	11400

	
g.
Section Title:
	
	
h.
Budget Auth No:
	001223590

	
i.
Employee Name:
	
	
j.
 Repr. Code:
	MESN

	
k.
Work Location (City – County):
	Salem, Marion 

	
l.
Supervisor Name (Optional):
	Fred Steele

	
m.
Position:
	 FORMCHECKBOX 
Permanent
 FORMCHECKBOX 
 Seasonal
 FORMCHECKBOX 
Limited Duration
 FORMCHECKBOX 
 Academic Year

 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time
 FORMCHECKBOX 
 Intermittent
 FORMCHECKBOX 
 Job Share

	n.
FLSA:
	 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
  Non-Exempt
	If Exempt:
	 FORMCHECKBOX 
Executive

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Administrative
	o.
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 Office of the Long-Term Care Ombudsman is mandated by the Federal Older Americans Act as well as Oregon Statute.  The office functions separately and independently from any other State agency. The Agency has three main programs. The Long-Term Care Ombudsman, The Residential Facilities Ombudsman and the Office of the Public Guardian for the State of Oregon. The mission of the agency is to advocate for the residents living in licensed Oregon residential and long-term care facilities (nursing homes, residential facilities, assisted living facilities and adult foster homes) and to provide guardianship/conservatorship services through the state Public Guardian program. The agency utilizes paid state staff and over 200 certified volunteers to identify, investigate and resolve complaints and concerns made by or on behalf of facility residents.  The statewide public guardian program functions as a supported decision-making entity for adult Oregonians in need of, and without someone to serve as, a guardian/conservator. The Agency Director, who is the designated State Long Term Care Ombudsman, is appointed by the Governor and confirmed by the Senate to monitor the complex long-term care system from the state and federal perspectives and to oversee the Agency programs.  The Ombudsman uses complaint data to make recommendations to the Oregon Legislature and Governor regarding existing and emerging long term and residential care issues.  The Agency maintains productive relationships with senior organizations, advocacy groups and professional associations to address existing and emerging issues which impact the lives and care of thousands of Oregonians in licensed care facilities and/or in need of decision-making supports. 
 

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 the Agency Deputy Director’s position is to provide executive leadership, in coordination with the agency Director, to implement the mission, values, and policies of the Office of the Long-Term Care Ombudsman. The Deputy Director is responsible for directing staff and programs to implement the Agency’s mission, direct the policies, and operational programs of the agency, and assist the Director in setting the priorities of a growing and evolving agency and identifying the most effective utilization of agency resources to carry out those priorities. The position reports to the Director and serves as the Director in the Director’s absence. The position serves as a full-authority deputy with direct program and administrative responsibilities.

	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.

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


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	      30%

25%
25%

15%

5%


	R
NC

NC

NC

NC

	E
E

E
E
E 
	Agency Policy Agenda and Work Program:

· Assists the Director of the Agency as a full-authority deputy with direct responsibility for the Agency.

· Works closely with the Governor-appointed Residential Ombudsman and Public Guardian Advisory Board (ROPGAB) to ensure the Agency’s mission, vision and goals are carried out.

· Assists the Director in determining the Agency’s strategic direction and policies, assessing the impact of proposed direction and policies, and assigning resources necessary to implement such policies.

· Analyzes pertinent issues and information, assesses the impact of proposed policies on the program and on the services provided by the Agency.
· Directs the activities of the Agency by developing Agency policies, setting program priorities and managing the utilization of resources in order to carry out the goals and objectives mandated by federal and Oregon law, regulations, and policies, the Governor and other high-level officials.
· Evaluates the quality of services provided, explores collaborative solutions to problems, authorizes the distribution of available resources to meet changing program needs; resolves conflicts between staff on areas of shared responsibilities.

· Coordinates activities with other agencies in areas of mutual concern in order to ensure compliance with established policies, objectives, program priorities and applicable laws, rules and regulations.

· Communicates effectively at all levels and must be knowledgeable of the differing perspectives involved.

· Balances local desires and needs with available state resources, and Governor’s policy directives.

· Prepares or directs the preparation of position papers for and provides expert consultation to the Director, the Governor, and the Legislature on issues.
· Represents the Agency by participating in/or coordinating interagency and intergovernmental committees and task forces, provides expert consultation to the Governor, the Legislature or other high-level officials; addresses professional organizations and citizen groups to advocate and explain policy and the needs of all agency programs.
· Responds to public inquiries, complaints, and proposals for investigation.
· Works closely with other community and professional organizations on agency issues. 

· Prepares legislative concepts in collaboration and coordination with Agency Director and the Residential Ombudsman Program Guardianship Advisory Board.  
Personnel Management
· Provides leadership and direction for a diversified staff and to subordinate management staff. Supervises, hires, monitors performance, develops coaches, and/or disciplines employees. Responds to and resolves employee grievances. Assigns and plans work. Promotes safety training and practices in performance of all work activities. Implements Affirmative Action and Diversity strategies and goals. Structures activities that will promote and foster a diverse workforce and discrimination/harassment-free workplace.
· Assists with establishment of reporting relationships and establishes administrative controls over program operations.
Agency Budget and Fiscal Management

· In coordination with Agency Director, prepares or directs the preparation of biennial and interim budget requests for the three divisions by determining priorities among requests from reporting staff and by explaining the need for additional resources to higher-level officials in order to obtain the resources necessary to implement programs.

· Oversees the Agency’s budget, including submission of fiscal reporting to the Governor’s office and the Legislature as required.
· Has signing authority for the agency, reviews payment requests, serves as approving officer for agency credit card.

· Oversees systems to ensure achieving key performance measures and reporting regarding KPMs.

· Works with partner agencies to develop interagency agreements including those that secure federal funding.
· Analyzes and explains the needs for additional resources and/or the impact of budget reductions to appropriate parties such as the Department of Administrative Services, the Governor’s office, and the Legislature in order to obtain the resources necessary to implement programs.

· Ensures that financial risk to LTCO and the State of Oregon is reduced through sound fiscal practices.

Data Management 
· Oversees the agency’s information technology and data management systems. 

· Oversees data for all agency programs.  Completes state and federal reporting. Ensures the integrity of data, data analysis and data reporting by staff and the volunteer corps.
· Evaluates reports and data with reporting staff to identify the changing needs of the agency and consumers it serves, proposing and directing necessary changes.

Other duties as required related to the internal operations of the Agency.




	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.
The employee in this position works a professional work week which frequently exceeds 40 hours per week.  There are occasional night meetings, some weekend meetings; and occasional overnight travel.   

The duties of this position require a valid Oregon driver’s license and an acceptable driving record, or the ability to provide an acceptable alternative means of transportation.

This position involves frequent contact with executives, management, and staff both internal and external to the organization. It requires working with a variety of people and situations, which requires the incumbent to exercise diplomacy. Confidentiality of information must be maintained at all times. This position requires the ability to work on multiple tasks simultaneously, sometimes within short time frames, and interface effectively with business partners. It requires maintenance of tight deadlines and close coordination of a large number of tasks. Often travel to meetings is required with some travel to trainings. There can be frequent interruptions, demanding timeframes, and non-traditional working hours.  At times, weekend and evening work is required to meet customer demands and department deadlines. This position requires significant use of a computer and video-conferencing.
Where an employee’s duties can be successfully performed away from their central workplace, an employee is eligible for remote work, upon agency approval.

This position is suitable for remote work options. 
There may be times that a position or an individual must be located full-time, on-site, within traditional business hours. Times when on-site presence can be required include but are not limited to training, performance, business alignment, accommodations, or resource availability. 
To be eligible for remote work, staff must have a home workspace that meets all applicable technology, security and safety requirements including the ability to provide protection of confidential information.  Staff are responsible for obtaining an appropriate broadband internet connection for working remotely.   

Staff working remote shall:
• Meet all responsibilities and perform all duties as if their role was performed in a traditional work setting. 

• Comply with all agency policies, guidelines, and management directives. 

• Maintain a professional demeanor in the performance of all duties.

• Meet and maintain performance expectations. 

• Be available each week during established work hours, as determined by the business need. 

LTCO is committed to diversity. Diversity efforts reinforce respectful treatment of others in the workplace.  These efforts focus on identifying ways to work better together, reducing conflict by increasing understanding, improving collaboration, fostering teamwork, and increasing productivity and quality of services delivered by LTCO. You are responsible to promote and foster a diverse and discrimination/harassment-free workplace; establish and maintain professional and collaborative working relationships with all contacts; contribute to a positive, respectful, and productive work environment.  

Working in a team-oriented environment requires participative decision making and cooperative interactions among staff and management. This includes maintaining regular and punctual attendance; performing all duties in a safe manner; and complying with all policies and procedures. 

	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 Older American Act III B 307 (12) and related technical assistance and program instruction.

ORS 441.100-153

OAR 114-01-000 – 114-06-000

Program policy and procedures
Other State law, administrative rules and policies governing state agency operations

b.
How are these guidelines used?

Adherence to specific laws, policy and procedures is required for agency operation, both administrative and programmatic. Assists the Director in determining the Agency’s strategic direction and policies, assessing the impact of proposed direction and policies, and assigning resources necessary to implement such policies. Utilizes the laws and policies to hold other agencies, such as the Department of Human Services and the Oregon Health Authority accountable to Oregonians in long-term care or other settings. Recommends changes to the laws and administrative rules as well as policies for other agencies in formal settings such as the legislature or a rules advisory board meeting. 

	SECTION 6.  WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?

	Who Contacted
	How
	Purpose
	How Often?


	Department of Human Services (DHS)
	Oral/Written
	Issues/Policy/Complaint Resolution 
	Routinely

	Department of Justice (DOJ)
	Oral/Written
	Issues/Policy/Complaint Resolution
	Occasionally

	Program stakeholders and consumers, general public
	Oral/Written
	Complaint Resolution/Issues/Policy/LTC Information
	Frequently

	Provider Organizations
	Oral/Written
	Issues/Policy/Complaint Resolution
	Frequently

	Facility Administrators/attorneys
	Oral/Written
	Complaint Resolution/Issues
	Frequently

	Area Agencies on Aging
	Oral/Written
	Complain Resolution/Issues
	Frequently

	Legal Services
	Oral/Written
	Complaint Resolution/Issues
	Frequently

	The Legislature
	Oral/Written
	Policy Development
	Frequently, particularly when in session

	Service Organizations, Senior Organizations Community Groups, etc
	Oral/Written
	LTC Information/Issues/Policy
	Routinely

	News Media
	Oral/Written
	Response to inquiries on a range of LTC issues
	Frequently

	Other states
	Oral/Written
	Consultations/Program Information
	Frequently

	Federal, Regional Administration on Aging/Designated Program Support
	Oral/Written
	Program Information/Research & Analysis
	Occasionally


	SECTION 7.  POSITION RELATED DECISION MAKING


Describe the typical decisions of this position.  Explain the direct effect of these decisions.
The Deputy is expected to make commitments with final authority, limited only by established policy, statutes and administrative rules, and general direction of the Director. The Deputy works daily to make decisions regarding Oregonians in licensed long-term care and other settings regarding the agency budget, operations of the agency, correspondence with community partners, legislators and others. 
	SECTION 8.  REVIEW OF WORK

	Who reviews the work of the position?

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	Principle Executive/ Manager F
	1140001
	Performance Evaluation 
	Annually
	See Below 

	An annual written performance appraisal is performed by the Agency Director (PE/M F, position number 1140001).

The purpose of the review is to assess the Deputy Director’s performance against criteria established between the Director and the Deputy Director as set out in the position description, work program, previous performance appraisals, and goals and objectives set for the upcoming year.

Informal review of work occurs in regular one-on-one meetings, and in the context of reviewing and commenting on the performance of the Deputy Director in Agency meetings.




	SECTION 9.  OVERSIGHT FUNCTIONS            THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY

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

	
	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 & 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:
This position is subject to a criminal records check, which may require fingerprints. If you are offered employment, the offer will be contingent upon the outcome of a criminal records check.
You are responsible to promote and foster a diverse and discrimination/harassment-free workplace; establish and maintain professional and collaborative working relationships with all contacts; contribute to a positive, respectful, and productive work environment; maintain regular and punctual attendance; perform all duties in a safe manner; and comply with all policies and procedures.  Working in a team- oriented environment requires participative decision making and cooperative interactions among staff and management. You are to be aware of Affirmative Action and the department’s Diversity strategies and goals.  
Additional skills, abilities and requirements for this position: 

· Employee is required to possess and maintain a valid driver’s license issued by the state where the employee resides or provide an acceptable alternate mode of transportation.

· Excellent written and oral communication skills. 
· Managing operations and finances of the agency;

· Extensive knowledge of the principles and practices of budgeting;

· Extensive knowledge of the principles and practices of employee relations;

· Highly specialized expertise of an expanded body of theory and principles of and seasoning in the field of management – demonstrated through extensive work experience and/or formal study at the graduate level;

· Occasional speaking engagements before general public and professionals;

· Constant consideration of priorities for use of time;

· Occasional appearances before legislative committees and meetings with individual legislators;
· Opportunities to provide leadership at meetings, workshops and other public forums;

· Need for quick decision-making;

· Mediate disputes within the Agency and among agencies and local governments; and

· Occasional contact with media.

Behavioral Expectations:  

· Establish/maintain effective working relations w/other departments, divisions, contractors,

· Prepare for meetings, bringing issues and solutions for the team to resolve,

· Share in leadership, and actively support decisions made by the management team,

· Participate in cross-functional or problem-solving teams as needed, and

· Adhere to all statewide, DAS and EIS policies, processes, procedures, and safety practices.
	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:

	Operating Area
	Biennial Amount ($15,000,000)
	Fund Type

Mostly GF some FF and some OF




Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	This position has authority to commit any and all agency monies in all areas and all types of funds subject to confirmation by the Director.  The agency biennial budget is approximately $15,000,000 million.



	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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