
Program Technician 

$2,280-$3,064 

1 Posi on Available, Permanent/Full‐Time 

The HIV Prevention Branch funds initiatives to assist local health departments 
and other HIV service providers to implement effective HIV detection and pre-
vention programs.  
 
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 Edna Martin at Edna.Martin@cdph.ca.gov or (916) 449-5808. 
 

Who May Apply: 

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 

Please state position #581-403-9927-xxx on your application. 
 
If you are interested in joining our team, please submit an application to  
Edna Martin at the address below. 
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DUTY STATEMENT 

Class Title 
Program Technician 

Position Number 
581-403-9927-xxx 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
 

Branch 
HIV Prevention Branch 

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 California AIDS Clearinghouse (CAC) is a program of the Office of AIDS that assists in 
reducing the spread of HIV infection by developing and providing appropriate and culturally sensitive HIV/AIDS 
educational materials to local health jurisdictions and community-based care/prevention programs conducting 
HIV/AIDS risk-reduction interventions. CAC also administers a venue-based condom distribution program, 
providing condoms and lubricant to venues who specifically serve HIV-positive people and/or people identified at 
highest-risk for acquiring HIV infection. 

 
The Program Technician performs a variety of semi-technical duties in support of CAC under close supervision and 
in a learning capacity. This person will assist program staff with the daily operations of the CAC and condom 
distribution program and will respond to technical statewide public and county agency requests for information 
regarding eligibility to participate in the program. This position also requires the person to process all requests for 
materials and condoms and to maintain inventory in the CAC database, while adhering to the CAC policy and 
procedures.  
Supervision Received:  Under close supervision of the HIV Prevention Branch Chief. 

Supervision Exercised:  None. 
 
Description of Duties:  See below. 
 
Percent of Time Essential Functions 
 
45% Serves as a technical assistant for the CAC Program.  Processes requests for educational 

materials and condoms from community based organizations and public venues. Enters venue-
based data information into CAC’s condom distribution program tracking database. Assists in 
maintaining CAC’s condom and educational material inventory and provides program managers 
with the data needed to begin the purchasing process. Provides technical assistance to county 
and public agencies regarding the availability of educational materials and provides both county 
and public agencies with technical information regarding the process for becoming an eligible 
participating venue in the program. Gathers and processes data to generate monthly reports on 
condom distribution numbers. 

 
35% Develops familiarity with subject matter in the materials available in CAC catalog. Assists in 

gathering data to collaborate with staff on the development of new CAC educational materials in 
alignment with the National HIV/AIDS Strategy. Assists staff in brainstorming new, innovative, 
and cost-efficient ways of distributing HIV prevention information statewide through use of 
graphics and printed materials.  



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

CDPH 2388 (7/07) Page 2 of 2 

 
15% Schedules and assists with the creation of technical materials for CAC meetings/webinars and 

makes travel arrangements. Processes travel expense claims for Branch Managers. 
 
 
Percent of Time Marginal Functions 
 
5%                           Performs other job-related duties as assigned. 
 

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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