
Health Program Specialist I 

$4,930-$6,171 

1 Posi on Available/Permanent Full Time 

The Office of AIDS, AIDS Drug Assistance Program (ADAP) Branch helps ensure that 
people living with HIV and AIDS who are uninsured and under-insured have access to 
medication on ADAP’s formulary. Insurance premium payment programs within the 
ADAP Branch provide assistance designed to ensure access to medical care and 
treatment for people living with HIV/AIDS. 
 

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: 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: December 3, 2014. 
 

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. 

http://www.calhr.ca.gov�


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

CDPH 2388 (7/07) Page 1 of 2 

DUTY STATEMENT 

Class Title 
Health Program Specialist I – Policy Specialist 
 

Position Number 
580-405-8338-909 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
 
Branch 
AIDS Drug Assistance Program (ADAP) 
 
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: Under the general direction of the ADAP Branch Chief, the Health Program Specialist (HPS) I 
serves as a highly skilled professional with independent responsibility for providing a high level of expertise in 
HIV/AIDS policy and law and coordinates all legislative and regulatory activities and public health policy work for 
the ADAP Branch. 
 
Supervision Received: Under general direction from the Staff Services Manger II, Chief of the ADAP Branch. 
 
Supervision Exercised: None. 

Description of Duties: The HPS I, under the direction of the ADAP Branch Chief, develops, evaluates, and 
researches HIV/AIDS health policy issues, coordinates legislative and regulatory activities; and leads collaborations 
with other California Department of Public Health programs and external agencies to ensure eligible clients living 
with HIV/AIDS have access to life-saving care and treatment. The scope, complexity, and time-sensitivity of this 
work requires an acute capacity for attention to detail, initiative, problem-solving, and decision-making. The HPS I 
works collaboratively with managers and staff within OA and external stakeholders to support the Branch’s 
workload outlined below:  
 
Percent of Time Essential Functions 
 
25% Serves as the branch expert on state and federal HIV/AIDS-related legislation, regulation, and law. The 

HPS I has extensive knowledge in state HIV/AIDS-related law; National HIV/AIDS Strategy, and Ryan White 
(RW) HIV/AIDS Treatment Extension Act of 2009 guidelines, requirements, and policies. Utilize RW policy 
and program expertise to monitor federal law and policy to identify potential impact to ADAP (e.g., Medicaid, 
Medicare, and Health Care Reform) and make recommendations to ADAP management. Provides technical 
assistance to ADAP management and staff regarding California Health and Safety and regulatory 
HIV/AIDS-related provisions. Independently performs high-level analyses, such as assessing the need to 
amend statute and/or regulation to more effectively carry out HIV/AIDS public health activities and makes 
corresponding recommendations to the Branch Chief. Perform and/or develop relevant bill analyses and 
legislative proposals in collaboration with OA’s legislative coordinator.   

 
25% Serve as branch lead on program planning projects. Coordinate special projects that address critical issues 

including changes in health care policies, health care reform proposals, and trends in the HIV epidemic. 
Develop protocols and monitoring activities for statewide policy activities/strategies related to program  
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development, evaluation, and improvement. Coordinate, independently author and present technical and 
sensitive policy guidance documents, management memos and training plans and materials. Analyze 
program and client level data, and develop and/or implement program evaluation and quality management 
activities.    

 
25% Serves as policy liaison for the ADAP Branch and assists in the coordinated and timely submission of all 

federal, state, and other reports. Participates in the development of the ADAP Estimate Package, grant 
applications, and reports for federal and state funding entities. Independently research and develop issue 
papers, reports, correspondence, etc., surrounding various ADAP policy issues.  

 
15% Serves as program expert to research and find solutions related to state and federal policy-related requests 

and analyses. Coordinates and drafts responses for department leadership, Legislative and Governmental 
Affairs, Office of Legal Services (OLS), California Health and Human Services Agency, California 
Department of Finance, the Legislature, the Legislative Analyst’s Office, and/or stakeholders. 

 
5% Provides expert consultation on federal and state HIV/AIDS-related law regarding client confidentiality and 

data security issues. Works with OA’s legislative coordinator, OLS, Privacy Office and Information Security 
Office to address client confidentiality and data security issues. Develops protocols, tools, and training to 
ensure the security of client level data.   

 
Percent of Time Marginal Functions 
 
5% Performs other duties as assigned.
 

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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