
Health Program Specialist I 

$4,833-$6,050 

1 Posi on Available/Permanent Full‐Time 

The AIDS Drug Assistance Program (ADAP) helps ensure that people living with 
HIV and AIDS who are uninsured and under-insured have access to medication. 
The Office of AIDS (OA) works closely with the pharmacy benefits manager to 
administer and manage ADAP for the clients served. 
 
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. 
 
Who May Apply: 

Budget experience and outstanding written and verbal communication 
skills are highly desired. 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. Please state position #580-405-8338-904 
on your application and include a Statement of Qualifications. 
 

Final Filing Date: Until filled. 
 
If you are interested in being part of our team, please submit a copy of your  
application attention to Vikki Stone at the address below. 
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DUTY STATEMENT 

Class Title 
Health Program Specialist I – Branch Specialist 
 

Position Number 
580-405-8338-904 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
 

Branch 
AIDS Drug Assistance Program  
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 skill 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 I (HPS I) serves as a highly skilled professional with independent 
responsibility for carrying out a variety of high level assignments in the fast-paced, politically sensitive AIDS Drug 
Assistance Program (ADAP) Branch. The HPS I serves as the Branch Specialist and provides analytical support to 
the ADAP Branch Chief with project management of key tasks within the ADAP Branch which oversees the 
administration of high-profile programs within the state that provide life-saving medications and insurance premium 
assistance to eligible persons living with HIV infection in California.  
 
Supervision Received:  Under direction of the Staff Services Manger II, ADAP Branch Chief. 

Supervision Exercised:  None. 

Description of Duties:  The HPS I, under the direction of the ADAP Branch Chief, works collaboratively with 
managers and staff within the ADAP Branch, HIV Care Branch, Program Evaluation and Research Section 
(PEaRS), Administration Branch, and Division Office to support the Branch’s budget and policy workload including 
developing federal Ryan White (RW) grants and progress reports for submission to the Health Resources Services 
Administration (HRSA) and budget estimate packages for submission to the Legislature. In addition, the HPS I 
tracks, researches, and finds solutions for numerous budget and policy related requests from within and outside the 
department. 
 

Percent of Time Essential Functions 
40% Serve as branch lead for the highly sensitive fiscal forecasting responsibilities associated with 

developing the budget Estimates Packages (twice a year) and manage all steps essential to the process, 
including writing and/or editing narrative and coordinating and tracking the efforts of other members of 
the Estimates Package Team, ensuring that deadlines are met. Responsible for developing budget 
change concepts, proposals, and issue memos used in building the complex ADAP budget.    

 
25% Serve as branch expert to research and draft responses to budget and state and federal and 

policy-related requests and analyses. Independently perform high-level analyses, make corresponding 
recommendations and collaborate across Office of AIDS (OA) branches to develop coordinated 
responses. These responses could be to department leadership, Legislative and Governmental Affairs, 
Office of Legal Services, Health and Human Services Agency, California Department of Finance, the 
Legislature, the Legislative Analyst’s Office, and/or stakeholders.   
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20% Serve as branch lead on highly political federal grants, managing tasks related to the relevant sections of 
the HRSA RW Grant and supplemental grants, including interim and annual progress reports, quarterly 
supplemental reports and monthly HRSA updates. Manage all steps essential to the process, including 
writing and/or editing narrative; coordinating efforts across OA branches, ensuring that deadlines are 
met. Work collaboratively with managers and staff from the HIV Care Branch, PEaRs, and the 
Administration Branch to prepare and finalize applications and reports. Provide expert consultation to 
ADAP and OA Division leadership on Federal RW legislation, regulation, guidance, and policies. 

 
10% Serve in a lead capacity on special projects and provide analytical support to the ADAP Branch Chief. 

Coordinate and facilitate weekly team meetings between the ADAP Branch and PEaRs to manage and 
track branch workload and evaluate program and client-level data.   

 
Percent of Time Marginal Functions 

5% Other duties as required. 
 

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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