
 

Health Program Manager I 
(will consider Staff Services Manager I) 

$5,181-$6,437  -  1 position 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.  
 

DESIREABLE QUALIFICATIONS:  
The HIV Care Branch is currently looking for an individual who has experience with the following:  
• Positive attitude; 
• Professionalism;  
• Fast learner with ability to prioritize workloads;  
• Effective written and oral communication skills;  
• Ability to mentor and develop staff;  
• Ability to collaborate with others;  
• Effective at team building;  
• Remains calm under pressure;  
• Respectful and inspirational;  
• Fosters accountability;  
• Ability to assess issues and quickly identify the best possible solution(s);  
• Recognize and make use of individual employee’s strengths;  
• Ability to meet the challenge of working in a fast-paced and continuously changing work 

environment; and  
• Demonstrated management skills, with emphasis on establishing goals and objectives and 

achieving measurable results in a short timeframe. 
 

STATEMENT OF QUALIFICATIONS: Your Statement of Qualifications (SOQ) must address the 
above desirable qualifications. Your SOQ will be considered the first interview for this position. If 
your qualifications are competitive, you will be invited to come in for an on-site interview. When 
completing the SOQ, please include all relevant experience, education, and training for each 
desirable qualification, give specific examples, and explain your answers thoroughly. Please 
include: 1) places of employment; 2) pertinent dates; 3) duties performed, etc. when responding. 
A notation or reference to other materials such as resumes or the applications will not be 
considered. Incomplete or missing responses to the information requested may negatively impact 
the assessment of your qualifications. Responses should be no longer than two pages, single 
spaced, with 11 pt. font, and one-inch margins. 
 

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

Final Filing Date: March 30, 2015. 
 

(continued on next page) 



 

Health Program Manager I 
(will consider Staff Services Manager I) 

(continued) 

Who May Apply: If a promotional or transfer candidate, please 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.  
 

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 SOQs to the address below.   
 

We cannot accept faxed or e-mailed applications. The STD. 678 may be accessed through the 
California Department of 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 Manager I  
 

Position Number 
580-402-8427-002 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
HIV Care Operations 
 
Branch 
HIV Care  
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 Manager (HPM) I plans, develops, coordinates, directs, and evaluates 
activities of the HIV Care Operations Section and supervises and evaluates staff performance. The HPM I 
supervises professional staff in the administrative activities related to the HIV Care Branch’s HIV/AIDS programs 
including the Ryan White Part B, HIV Care Program (HCP) and the Minority AIDS Initiative (MAI). The HPM I 
collaborates with other OA managers on program policies, training, and program support. 
 
Supervision Received: General direction from the HPM II, Chief of the HIV Care Branch. 

Supervision Exercised: Provides general supervision and direction to professional staff  

Description of Duties:  The HPM I works collaboratively with the Administrative Branch to manage support and 
local assistance contracts of the HCP and MAI programs. The HPM I supervises staff assigned to implement and 
monitor administrative compliance with funding standards of funded contractors for each program, conduct annual 
monitoring site visits, provision of technical assistance and development /revision of monitoring tools. Participates 
as a member of the OA Management Team; assesses the need for, develops and implements new operations 
policies that are aligned with national/state and OA strategic planning, promotes the programs of the HIV Care 
Branch, develops program policies based on program and client-level data, develops operations protocols and 
procedures based on federal grant requirements and monitoring standards. Collaborates with OA’s HIV/AIDS 
Surveillance, Research, and Evaluation Branch, to interpret national, state, and local HIV trends and service 
utilization, plan and implement program evaluation.   
 
Percent of Time Essential Functions 
 

40% Plans, directs, and evaluates programs administered by the HIV Care Operations Section; sets 
program policies and priorities; develops standards of performance, protocols, and evaluation; 
contributes to the development of the annual funding application; oversees staff in the development 
of fiscal and programmatic guidance documents to funded local health jurisdictions, monitors funded 
contractors via site visits and ensure compliance with federal Health Resources and Services 
Administration statutory requirements; evaluates performance at the local program level based on 
program and client-level data; identifies areas of need and potential problems in program services; 
resolves issues regarding client services, program effectiveness, and staff requirements; and 
supervises the collection and analysis of data for the programs; develops program reporting  
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 matrices, provides technical assistance and training for contractors, monitors contractor budget 
development, and track expenditure and program services utilization.  

 
30% Oversees and provides guidance and supervision to subordinate staff, through leadership, setting 

program priorities and objectives, promoting professional development, and responding to staff 
concerns. Hires, trains, and motivates staff. Evaluates individual work performance, effectively utilize 
preventive, corrective, and adverse action as appropriate, and otherwise manage employees; 
including collaboration with Human Resources, Labor Relations, and the Office of Civil Rights.  

 
15% Establishes and maintains working relationships with other state health-related programs, local 

health departments, federal agencies, and other public and private health agencies providing 
services to persons infected with HIV; represents the HIV Care Branch in meetings with federal, 
state, and local health officials; and serves on various HIV coordinating and planning groups. 

 
5% Coordinates, plans, facilitates, and/or attends conferences, trainings, webinars, or meetings for 

providers of HIV services administered by the HIV Care Branch. 
 

5% Participates in division-wide management team meetings and in the development of division policies, 
goals and objectives. 

 
 

Percent of Time Marginal Functions 
 

5% Other duties as required. 
 
 

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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