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California Department of

PublicHealth

IT IS ESTIMATED MORE THAN ONE MILLION PEOPLE ARE LIVING WITH HIV
IN THE UNITED STATES TODAY.
CoME JOIN THE OFFICE OF AIDS GROUP AS WE WORK COLLABORATIVELY
TO REDUCE THE SPREAD OF HIV/AIDS IN CALIFORNIA.
~ IT’S MORE THAN A JOB... IT’S A PASSION. ~

HeEALTH PROGRAM SPECIALIST Il
$5.309-%$6.,645

1 Position Available/Permanent Full-Time

EMPLOYMENT OPPORTUNITY

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.

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:

Grant management 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.

Final Filing Date: Until filled

How To Apply:

Please submit an original signed State application (STD. 678) 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.

CONTACT INFORMATION:

CALIFORNIA DEPARTMENT OF PuBLIC HEALTH, OFFICE OF AIDS
ADMINISTRATION SECTION

PO Box 997426 MS 7700 ¢ SACRAMENTO, CA 95899-7426


http://www.calhr.ca.gov�

State of California—Health and Human Services Agency California Department of Public Health

DUTY STATEMENT

Class Title Position Number

Health Program Specialist Il 580-402-8336-XXX

COl Classification

[ ]Yes X No

Unit

Section

Branch

HIV Care Branch

Division

Office of AIDS (OA)

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 (HPS) Il serves as a highly skilled, professional technical program
consultant with independent responsibility for carrying out a variety of high level assignments in the fast-paced, HIV
Care Branch. The HPS Il serves as the Branch Specialist and provides technical support to the HIV Care Branch
Chief. The HPS Il is responsible for the administration of the Health Resources and Services Administration
(HRSA), Ryan White (RW) Part B Grant as well as the California’s Statewide Training Education Program (CSTEP)
contract. The HPS Il responsibilities include writing the annual RW grant application, interim and final program and
fiscal reports; tracking Maintenance of Effort, State Match, and Women, Infants, Children, and Youth requirements
and coordinating annual audits and follow up. The HPS Il will ensure that all RW Part B-funded programs and the
CSTEP contract comply with federal and state laws, regulations, and guidelines.

Supervision Received: General direction from the Chief of the HIV Care Branch.

Supervision Exercised: None.

Description of Duties: The HPS II, under the direction of the HIV Care Branch Chief, works collaboratively with
managers and staff within the HIV Care Branch, AIDS Drug Assistance Program (ADAP) Branch, Program
Evaluation and Research Section (PEaRS), Administration Branch, and Division Office to support the RW Part B
and CSTEP budget and policy workload including developing the federal RW Part B annual application, reporting,
fiscal tracking, progress reports for submission to HRSA. In addition, the HPS Il tracks, researches, and finds
solutions for numerous budget and policy-related requests from within and outside the California Department of
Public Health.

Percent of Time  Essential Functions
40% Serves as RW Part B grant subject matter expert in a lead capacity for the branch; develops, writes
and submits the annual grant application; leads the development and tracks meeting of all program
objectives for the HIV Care Branch and Minority AIDS Initiative programs; tracks progress; writes
and submits all HRSA-required fiscal tracking and progress reports; obtains assurances from the
department director; ensures that all required program objective are met each year; coordinates
monthly calls with federal funders; coordinates the annual KPMG audit for RW Part B.

Work collaboratively with managers and staff from the HIV Care Branch, ADAP, PEaRS, and the
Administration Branch to prepare and finalize applications and reports including the ADAP
Supplemental and Emergency Relief grants. Provides expert consultation to OA Division leadership
on federal and state RW legislation, regulation, guidance, and policies.
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25% Serves as a branch expert for researching and drafting responses to federal and policy-related
requests and analyses. Independently performs high-level analyses, making corresponding
recommendations, and collaborating across OA branches to develop coordinated responses. These
responses could be to department leadership, Legislative and Governmental Affairs, Office of Legal
Services, California Health and Human Services Agency, California Department of Finance, the
Legislature, the Legislative Analyst's Office, and/or stakeholders.

20% Administers the CSTEP grant for training and education resources on HIV/AIDS to professional
and paraprofessionals in California. Develops, writes and manages all aspects of the contract;
develops the Request for Application; coordinates regular contact with the CSTEP contractor;
recommends Scope of Work changes and coordinates contract amendments; reconciles
expenditures, and tracks program objectives.

10% Serves in a lead capacity on special projects and provide technical support to the HIV Care Branch
Chief coordinating meetings with federal funders other OA branch managers and stakeholders.
Assists with managing and tracking branch workload. Develops and maintains tracking systems for
other state and federal care contracts including Housing Opportunities for People Living with
HIV/AIDS and the AIDS Medical Waiver Program.

Percent of Time  Marginal Functions
5% Establishes and maintains rapport and effective working relationships with federal, state, and local
representatives, community-based orgranizations, public and private groups, and the general
public. Performs other duties as required.

Employee’s signature Date

Supervisor’s signature Date
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