
Health Program Specialist I 

$4,930-$6,171 

1 Posi on Available/Permanent Full Time 

The HIV Care Branch has responsibility for programs related to the delivery of care, 
treatment, and support services for people living with HIV/AIDS. Programs are designed 
to provide an effective and comprehensive continuum of care to underserved 
individuals.  
 

Who May Apply: Requires outstanding written and verbal communication skills. 
Applications will be screened and the most qualified will be interviewed. Promotional 
and transfer candidates must provide eligibility information with application materials. 
Applicants currently on SROA lists or employed by a surplus department are 
encouraged to apply. Surplus candidates must attach a copy of their letter. All 
applicants must clearly indicate the basis of their eligibility (i.e., SROA, surplus, 
reemployment, reinstatement, transfer, list eligibility, or Training and Development 
Assignment) on the state application. Employees applying for this position who wish to 
be considered on a transfer basis must meet the minimum qualifications for the 
classification per CCR Rule 250. You may be required to provide copies of your college 
transcripts or a copy of your college diploma if applicable.  
 

Final Filing Date: Until filled. 
 

How To Apply:  Please submit a State application (STD. 678) with original 
signature and include job title and position number for which you are applying 
AND a Statement of Qualifications (SOQ) to the address below.  The SOQ is a 
narrative discussion of how the candidate's education, training, experience, and skills 
meet the desirable and required qualifications that qualifies them for the position. The 
SOQ serves as documentation of each candidate's ability to present information clearly 
and concisely in writing and should be typed and no more than two pages in length.   
 

Resumés DO NOT take the place of the SOQ. Applications will be reviewed and only 
the most qualified candidates will be interviewed.  
 

We cannot accept faxed or e-mailed applications. The STD. 678 may be accessed 
through the California Department Human Resources (CalHR) Web site: 
www.calhr.ca.gov. 
 

For more information on the duties of this employment opportunity, please view the duty 
statement that follows this notice. If you still have additional questions, please contact 
Vikki Stone at Vikki.Stone@cdph.ca.gov or (916) 449-5899. 
 

http://www.calhr.ca.gov�
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DUTY STATEMENT 

Class Title: 
Health Program Specialist I – MCWP (Policy) 

Position Number: 
580-402-8338-909 

COI Classification 
 Yes         No 

Unit: 
 
Section: 
HIV Care Program 
 Branch: 
HIV Care Branch 
Division: 
Office of AIDS 

This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally 
and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain 
knowledge and skills related to specific tasks, methodologies, materials, tools, and equipment; complete 
assignments in a timely and efficient manner; and adhere to departmental policies and procedures regarding 
attendance, leave, and conduct. 

Job Summary:  The Health Program Specialist (HPS) I serves as a highly skilled professional with independent 
responsibility for carrying out a variety of high level assignments related to the AIDS Medi-Cal Waiver Program 
(MCWP), a home-based medical case management program for people living with HIV/AIDS (PLWH/A). The HPS I 
develops, plans, monitors, and evaluates the activities of the MCWP. The HPS I serves as the subject matter 
expert for MCWP policy and works closely with the California Department of Health Care Services (DHCS) in 
implementing changes to the MCWP, new initiatives, demonstrations, program consolidation and other special 
projects. The HPS I provides analytic support to the Section, with project management of key tasks. 
 
Supervision Received:  General direction from the Health Program Manager II, Chief of the HIV Care Branch. 
 
Supervision Exercised:  None. 

Description of Duties:  The HPS I is the MCWP policy subject matter expert, and performs program planning and 
evaluation, policy development, trend analysis, and utilization review, and provides technical assistance to program 
staff and MCWP providers.  The HPS I is the lead in collaborating with DHCS regarding federally mandated 
changes to the MCWP, implementing new initiatives, demonstrations, etc. The HPS I is the lead on developing 
procedures, protocols, guidelines, program analyses, and other tasks critical to the ongoing operation of MCWP, in 
order to meet state and federal program requirements. This position requires outstanding written and verbal 
communication skills and advanced knowledge of Microsoft Outlook, Word, and Excel.  
 
Percent of Time Essential Functions 

 
35% As the MCWP policy subject matter expert, represent the HIV Care Branch and MCWP at meetings, 

briefings, and workgroups, and serve as lead on MCWP-related drills, program policy changes, bill 
analyses, etc. Develop, update, and modify program operations manuals, protocols, procedures, etc. 
to keep current with changes in federal and state policies and procedures. Independently research 
existing program policies, statutes, and regulations, consult with OA, departmental, state, and federal 
stakeholders as needed, make recommendations to management for the development of new policies 
and procedures to improve program implementation and efficiency. Independently research and 
develop provider and/or policy notices related to program updates and/or policy/procedure changes.  
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30% Perform analysis of MCWP paid-claims-data prior to Program Compliance Reviews (CPR), and 
develop and provide a report of analysis to the PCR team. Serve as lead over Requests for State Fair 
Hearings, providing expert technical assistance to MCWP providers in developing Statements of 
Position to support actions related to disenrolling or reducing services to clients in the MCWP.  Serve 
as lead and collaborate with DHCS on the Coordinated Care Initiative, implementation of waiver 
program and policy changes, new initiatives, demonstrations, program consolidation and other special 
projects. 

 
15% Develop response for the federally mandated CMS-72 annual report, complete and submit the 

quarterly Time Study to CDPH Accounting, and coordinate responses to all MCWP policy-related 
drills, legislative inquiries, controlled correspondence, etc. Analyze legislation for impact the MCWP, 
and  service delivery and funding that may affect PLWHA and recommend position on such legislation 
to OA’s legislative liaison and management, perform bill analysis, and periodically update, modify, 
and/or develop contract agreements, Interagency Agreements, etc.  

 
15% As needed, work collaboratively with the MCWP Nurse and Social Work Consultants, other MCWP 

staff, and DHCS nursing staff, to conduct PCRs on each MCWP provider every 24 months. Review 
MCWP contractor fiscal systems to assure tracking and reimbursement claims for services meet 
program standards.  

 
 
 Travel required 10-30 percent. 
 

Marginal Functions 

  
5% Other duties as required. 

 
 

 
 
Employee’s signature Date Supervisor’ signature Date 
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