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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. ~

OFFICE TECHNICIAN
$2.686-$3.362

1 Position Available/Permanent Intermittent

EMPLOYMENT OPPORTUNITY

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 phar-
macy 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:

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.
Please state position # 580-405-1139-901 on your application.

Final Filing Date: November 7, 2013

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.

CONTACT INFORMATION:

CALIFORNIA DEPARTMENT OF PuBLIC HEALTH, OFFICE OF AIDS
ADMINISTRATION SECTION

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

Class Title Position Number

Office Technician (T) (PI) 580-405-1139-901

COl Classification

[ ]Yes X No

Unit

Section

CARE/HIPP

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 Office Technician (OT) must be able to work at least four hours per day and four days per
week. The OT performs a variety of tasks that require a high degree of initiative and independence including, but
not limited to, tracking incoming applications and correspondence; obtaining status updates from staff; sending
status updates to enrollment workers and/or clients; processing incoming and outgoing mail; and provides clerical
support.

Supervision Received: Direct supervision from the Staff Services Manager |, Chief, CARE/HIPP Section.

Supervision Exercised: None.

Description of Duties: See below.

Percent of Time  Essential Functions

35%  Assists staff with a variety of processes pertaining to client case management including verifying client
eligibility; screening for other payers; follow-up with enrollment workers and clients regarding changes to
health insurance policies, and re-certification and re-enroliment dates. Logs all incoming applications,
recertifications, and policy change requests into database; follows up with staff to ensure that each is
processed in accordance with operating policy and procedure; sends receipt confirmation e-mails to
enrollment workers and/or clients; provides daily mail delivery, pick-up, and processing for insurances
assistance; delivers out-going mail to the mailroom; pick-up, open, and distribute incoming mail; makes
runs to other Department offices including Accounting and Human Resources to pick-up checks and
deliver documents.

35% Prepares routine correspondence including formatting and sending letters; serves as back-up for critical
document processing including formatting, tracking, follow-up and distribution; provides miscellaneous
support to programs with data entry, filing, preparing binders, making copies, scanning, and printing; and
arranges teleconferences and reserves meeting rooms.

25% Develops and maintains tracking system to document enroliment worker confidentiality agreements and
certifications; updates client information into ARIES and other program databases; builds new client files;
may also process mail for express delivery via FedEx and Golden State Overnight; maintains current
knowledge of Department mail processing procedures and requirements; coordinates mass mailings for

all insurance assistance programs; orders supplies and equipment as necessary.
CDPH 2388 (7/07) Page 1 of 2
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Percent of Time  Marginal Functions
5% Other duties as required.

Employee’s signature Date

Supervisor's signature Date

CDPH 2388 (7/07) Page 2 of 2
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