
 

Staff Services Analyst 

$2,873-$4,671  -  2 positions available Perm/Full 

  

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: 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 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 of Human Resources (CalHR) Web site: www.calhr.ca.gov. 
 

 

Research Scientist Supervisor II (Epi/Bio) 
$8,312.00 - $10,354.00 position available Perm/Full   

Please see ECOS  ad for Final Filing Date 

The Surveillance, Research and Evaluation Branch (SRE) conducts a variety of 
epidemiologic studies, evaluates the efficiency and effectiveness of publicly funded HIV/
AIDS prevention and care programs, and maintains California’s HIV/AIDS Case Registry. 

 

The RSS II directs and manages all aspects of HIV case and incidence surveillance in 
California, including managing the activities of the Surveillance Quality Management Unit 
(SQMU) and the Data Management and Analysis Unit (DMAU). The SQMU is led by a Staff 
Services Manager (SSM) I and is responsible for working with all of California’s 61 local 
health jurisdictions (LHJ) to obtain complete, accurate, and timely HIV case surveillance data 
and enter data into the HIV surveillance database. The SQMU is also responsible for training 
LHJ surveillance staff on all aspects of HIV surveillance, and monitoring the data quality of 
electronic laboratory and case data submitted to OA. The DMAU is led by an RSS I and 
focuses on surveillance data quality, data management, importation of data into the HIV 
surveillance database, responding to routine data requests, release of routine data reports, 
and implementation of electronic laboratory reporting, geocoding, and molecular HIV 
surveillance for all of California.  

 

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 581-404-5651-002 for which you are applying AND a 
Statement of Qualifications (SOQ) to the address below.  

 

 

http://www.calhr.ca.gov


 

Staff Services Analyst 

$2,873-$4,671  -  2 positions available Perm/Full 

  

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: 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 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 of Human Resources (CalHR) Web site: www.calhr.ca.gov. 
 

 

Research Scientist Supervisor II (Epi/Bio) 

Continued 

The SOQ describes the education, training, experience, skills, and knowledge that qualify a 
candidate for the position. The SOQ demonstrates the ability to present clear and concise 
written information, and should be no longer than two typewritten page. Resumés DO NOT 
take the place of the SOQ. Applications will be reviewed and only the most qualified 
candidates will be interviewed.   

Desirable qualifications: Three years of experience in the California state service 
performing scientific research duties comparable to those of a Research Scientist Supervisor 
I in the stated specialty or a closely related field. and  

Education: Possession of a doctoral degree in the stated specialty or a closely related field 
or a degree of Doctor of Medicine. 

This position is a California state civil service position. In order to be eligible, a candidate 
must  first apply for the Research Scientist Supervisor II (Epi/Bio) exam. Once the candidate 
has successfully completed the exam process, he/she can be considered for the RSS II (Epi/
Bio) position. Here is the link on how to take a state exam:   

https://www.cdph.ca.gov/services/jobs/Documents/ResearchScientist/Research%
20Scientist%20Supervisor%20II%20Epidemiology%20and%20Biostatistics%20-%

207H1BP.pdf 

If the minimum qualifications of the classification have specific educational, license, or other 
requirements, you must submit a copy of the applicable supporting documentation (degree, 
transcripts, certificate, license, etc.) with your application in order to be considered for this 
position. 

To view the job posting on the California Department of Human Resources’ Exam and 

Certification Online System. Go to:  https://www.jobs.ca.gov/. 

 

For more information on our upcoming vacancies and information about how to take 
advantage of these opportunities, please view the duty statement that follows this notice. If 
you still have additional questions, please contact Christine Iwamoto at 
Christine.Iwamoto@cdph.ca.gov or 916/449-5928.  

http://www.calhr.ca.gov
file://PHENTTMSCLCIP01/DESKTOP$/vstone/Desktop/CalHR.mht
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DUTY STATEMENT  

Class Title 

Research Scientist Supervisor II (Epidemiology / Biostatistics) 
Position Number 

581-404-5651-909 

COI Classification 

 Yes 

 

 No 

Unit 

 
Section 

Surveillance Section 

Branch 

HIV/AIDS Surveillance, Research, and Evaluation 

Division 

Office of AIDS 

This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally 
and in writing) in dealing with the public and 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 broad administrative direction of the Surveillance Research, and Evaluation (SRE) Branch 
Chief the Research Scientist Supervisor (RSS) II is the Chief of the Surveillance Section in the California 
Department of Public Health (CDPH), Center for Infectious Diseases, Office of AIDS (OA). In this capacity the RSS 
II will have responsibility for all aspects of HIV surveillance in California. The RSS II will work collaboratively with 
other sections and branches in OA, local health jurisdictions, and outside partners to ensure that California’s HIV 
surveillance data are optimally used to improve the lives of persons living with and at risk of HIV/AIDS in California.  
 
Supervision Received: Broad administrative direction from OA’s SRE Branch Chief, a Centers for Disease Control 
and Prevention (CDC) federal assignee.  
 
Supervision Exercised: Provides direct supervision to a Research Scientist Supervisor I (RSS I); a Staff Services 
Manager I (SSM I); and six civil service and/or contract staff consisting of Research Scientists, non-scientific 
professional staff, and a Staff Services Analyst; and indirect supervision to 15 research scientists, health program 
specialists and advisors, contractors, and students. 
 
Description of Duties: The RSS II directs and manages all aspects of HIV case and incidence surveillance in 
California, including managing the activities of the Surveillance Quality Management Unit (SQMU) and the Data 
Management and Analysis Unit (DMAU). The SQMU is led by a Staff Services Manager (SSM) I and is responsible 
for working with all of California’s 61 local health jurisdictions (LHJ) to obtain complete, accurate, and timely HIV 
case surveillance data and enter data into the HIV surveillance database. The SQMU is also responsible for 
training LHJ surveillance staff on all aspects of HIV surveillance, and monitoring the data quality of electronic 
laboratory and case data submitted to OA. The DMAU is led by an RSS I and focuses on surveillance data quality, 
data management, importation of data into the HIV surveillance database, responding to routine data requests, 
release of routine data reports, and implementation of electronic laboratory reporting, geocoding, and molecular 
HIV surveillance for all of California. The RSS II also directly supervises staff focused on conducting complex 
analyses of surveillance data to improve prevention, care, and treatment programs in California, developing 
dissemination products based on surveillance data, completing complex data requests, developing new and 
complex data management processes, ensuring complete reporting from all California clinical laboratories, and 
overseeing 61 LHJ surveillance contracts. The RSS II is also responsible for overseeing data security and 
confidentiality issues for the Surveillance Section and surveillance activities at all LHJs in California. 
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Percent of Time Essential Functions 
 
35% Surveillance operations  

Serve as the lead subject matter expert on all aspects of HIV surveillance in California, including surveillance 
methods and epidemiologic analyses. Ensure that HIV surveillance is conducted in California in accordance 
with state statute and regulation, and state and federal policy and funding requirements, including policies 
related to security and confidentiality. Investigate and report on security incidents and breaches to OA, 
CDPH, and CDC leadership. Oversee paper-based and electronic reporting of HIV lab results and case 
report data, and importation of these data into the HIV surveillance database. Ensure that HIV surveillance 
data and reports are complete, accurate, and timely. Advise SRE Branch, OA, and CDPH leadership on 
findings related to HIV surveillance and epidemiology. Provide guidance and oversight to SQMU and DMAU 
Chiefs to optimize the quality, completeness, and timeliness of California’s HIV surveillance data. Oversee 
development and implementation of process to exchange data between the HIV surveillance database and 
external data sources, such as the HIV care database (ARIES), the California Reportable Disease 
Information Exchange (CalREDIE), and Department of Health Care Services databases. Collaborate with 
sexually transmitted disease and tuberculosis control partners, and other internal and external stakeholders, 
to conduct matches between databases. Ensure that data security and confidentiality processes are 
implemented for all uses of HIV surveillance data.   
 

25% Data analysis and dissemination 
 Directly supervise senior epidemiologists and program staff in the analysis, reporting and dissemination of 

HIV surveillance data, and use of surveillance data to improve HIV prevention, treatment, and care activities. 
Provide direction, support, and training to staff in the development of research and analytic projects, 
statistical procedures, and scientific writing. Oversee the Section managers and staff to ensure that data 
quality improvement activities are conducted appropriately, and review all products and data requests for 
accuracy and completeness. Support OA grant applications by reviewing relevant sections and ensuring that 
accurate and timely surveillance data are provided to the relevant OA branches. Provide input on 
development of allocation formulas and support Section staff in providing surveillance data for allocation 
calculations. Develop and oversee the development of routine reports and other dissemination products, 
including peer-reviewed manuscripts, that support the use of surveillance data to improve HIV prevention 
and care activities in California and the United States. Ensure that accurate, complete, and timely 
surveillance reports and supplemental reports are released annually. Conduct and support staff in 
conducting statistical and epidemiologic methods to analyze surveillance data. Present findings of analyses 
at conferences, and to internal and external stakeholders. 

 
20%    Personnel management and supervision:  

Directly supervise Surveillance Section senior scientists, program staff, office support staff, and managers to 
ensure that they complete their required duties effectively and in a timely fashion. Prioritize Surveillance 
Section workload and activities to ensure that Section responsibilities are met. Ensure that staff are 
adequately prepared to complete their work by providing training and professional development 
opportunities, and tutoring in special skills and knowledge. Handle routine personnel activities of the section 
(i.e., conducting staff recruitment and selection, preparing performance evaluations, and implementing the 
progressive disciplinary process as needed). Approve requested time off and travel reimbursements for 
section staff. 

 
15% Grant, contract, and administrative management for HIV surveillance 

Serve as the Principle Investigator for the Centers for Disease Control and Prevention surveillance grant, 
and the California Surveillance Coordinator. Coordinate and implement activities to meet the programmatic 
and reporting requirements of the CDC surveillance grant application, including writing grant applications, 
annual progress reports, interim progress reports, and final progress reports, parts of which may be written 
by Surveillance Section staff. Review surveillance grant applications and progress reports in their entirety to 
assure that all required components are included. Ensure that CDC reporting and monitoring requirements 
for the HIV surveillance grants are met. In collaboration with the SRE Branch Chief, SRE Assistant Branch 
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Chief, and Support Branch staff develop budget and budget justifications for federal surveillance funds. 
Develop annual scopes of work for OA contracts with LHJs for HIV surveillance. Oversee development of 
annual surveillance allocations. Ensure contracting and allocation process meets state requirements. 
Collaborate with Surveillance Section staff, and local surveillance staff to ensure LHJs meet requirements of 
the surveillance contracts. Ensure contract monitoring activities occur in a manner consistent with the scope 
of work. Support SQMU staff in conducting contract monitoring activities, and developing and implemented 
corrective action plans, as required. 

 
 

Percent of Time Marginal Functions 
5%      Performs other duties as assigned. Attend required meetings. Complete required trainings. Complete annual 

data security and confidentiality trainings for both CDPH and OA. 
 

1 
Employee’s signature Date 

Supervisor’s signature Date 
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