DUTY STATEMENT

Accounting Assistant 11 — Administrative and Fiscal Services Unit (K. Holmes)

Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Program Administrator 111 — Supervisor, the Accounting Assistant 11
is responsible for the following duties:

40%

25%

15%

10%

5%

5%

Assistant to Program Director 111, maintaining calendar, researching data for various
projects, and other projects as requested. Coordinate agenda and take minutes at regularly
scheduled meetings of the Administration/Fiscal Services Unit.

Coordinate with the Communications and Media Unit — Publications Manager to update
and maintain the Network’s online ordering system of nutrition education materials
through the partner and cost recovery Web sites. Maintain, coordinate, and input user
inventory allotments using advanced, multi-layer Excel spreadsheets. Develop new
reports using Excel to report on allotments, inventory availability, usage, trends, and
other data inputs as directed. Execute Purchase Orders for various in house purchases
including but not limited to Network nutrition education reinforcement items.

Work as the primary point of contact for all users of the online ordering and cost recovery
systems. Respond to inquiries received through the Network’s customer service email
account. Oversee and facilitate communications through the warehouse and program
staff. Maintain inventory quantities and ensure adequate quantity levels by informing
Network Publications Manager when inventory is low and items are in need of
replenishment. Track warehouse functions of receiving, distribution, storage, kitting, and
invoicing. Maintain relationship with partners and keep track of partner’s orders.

Process all accounts payable including receipts for PHI funded activities through the
Network. Audit and post travel advances and in-state/out-of-state travel expense claims
while assuring compliance with state travel guidelines. Track travel budget.. Audit and
review all other (non-contractor) invoices and execute check requests to submit for
signature, then payment. Facilitate the invoice payment process through the accounting
office. Maintain equipment and materials inventory. Maintain routine files such as check
requests, purchase orders, supplies, equipment information, travel claims,
subcontractor/consultant agreements, and invoices.

Order and maintain inventory of office supplies for the administration unit and program
units. Assure that staff has appropriate and adequate equipment and office furniture.

Perform other duties as required.
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DUTY STATEMENT
Accounting Assistant 111 — Administrative and Fiscal Services Unit (J. lorga)
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Contract Administrator 11 — Supervisor, the Accounting Assistant I11
is responsible for the following duties:

35%

35%

10%

5%

10%

5%

Process all accounts payable including receipts, match purchase orders with invoices, and
approve payment of vendor invoices, travel claims, advances, subcontract payments,
petty cash, and other similar transactions in a timely manner.

Research open invoices, contracts and purchase orders. Process payments by check
request and invoice purchase orders; and maintain routine files such as check requests,
purchase orders, supplies, vendor information, equipment information, travel claims,
subcontractor/consultant agreements, and invoices.

Coordinate travel arrangements and facilitation of registrations and professional
memberships for staff. Manage various databases including contracts, credit cards, and
personnel. Facilitate purchasing and logistics of office equipment, general supplies and
furniture.  Coordinate software, ordering and inventory, licensing compliance,
establishing leases on equipment. Negotiate hotel arrangements for section meetings.

Assist with all facets of conference planning, including identifying vendors, hotels and
contract management, oversight of contractor duties and timeliness and scope of work
negotiations.

Assist with the preparation of fiscal reports and annual budget; campaign budgets,
business portion of plans to funding agencies and budgets for proposals. Assists with
proposal reviews and analysis of bids from vendors. Miscellaneous administrative
oversight including certificate of activities, compliance documents and HR forms.

Perform other duties as required.
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DUTY STATEMENT
Administrative Assistant 111 - Administration and Fiscal Services Unit (D. Muncy)
Network for a Healthy California (Network) — Administrative Operations Section
Public Health Institute

Under the direction of the Contracts Administrator 11, Administration and Fiscal Services Unit,
Network for a Healthy California (Network), the Administrative Assistant 111 (AAIIl) works with
more than 150 Network staff, including assistance to the Cancer Control Branch (CCB) and the
Center for Chronic Disease Prevention and Health Promotion (CCDPHP) when needed.
Responsibilities range from maintaining material needs, organization of multiple rooms for
storage of materials, repairs, and maintenance of equipment, assembly of office furniture and
miscellaneous furnishings and equipment for Network, and as requested for CCB, CCDPHP.
Responsible for distribution, delivery, and tracking of all incoming/outgoing mail and packages.
Responsible for the development and updates of Network staff reference materials. Works with
upper management to assist and complete a functional working office and storage space. Works
directly with off-site vendors, sets up nationwide conference calls for all Network staff.
Maintains and assists key point staff with video, audio and projector equipment for video
conferencing. Specifically, the AAIII performs the following duties:

40% Provides inventory for the entire Network program, purchases all needed materials for all
staff and provides ongoing maintenance of equipment (i.e., 48 printers, five copiers).
Maintains organization of multiple rooms for storage of materials. Assembles office
furniture and miscellaneous furnishings and equipment. Works with outside vendors to
provide inventory, materials for conferences and meetings and courier services.
Responsible daily for distribution, delivery and tracking of all incoming and outgoing
mail and packages, using a tracking database. Also, maintains a database entry of all
Contract Managers’ Invoices.

40% Coordinates meetings and works with multiple units on special projects, assembles
exhibits, and provides necessary documentation for all professional conferences,
meetings, and preparation of trainings. Develops and maintains weekly updates of all
Network staff reference materials, including staff lists, emergency home and cell contact
numbers, routing slips. Responsible for developing and updating floor plans for the 4™,
5" and 6" floors using Visio Software, develops and updates location maps for tracking
all new and departed staff for all units. Also updates and maintains name plates for
current staff and those who have moved or changed positions for both Network and
Cancer Control Branch. Maintains and assists key point staff with video, audio and
projector equipment for video conferencing.

10% Works with upper management to order, assemble, and locate needed furniture and decor
items to assist and complete a functional working office. Works directly with off-site
print vendors to obtain multiple copies of documents, binders, posters, and coordinates
courier services, and office supplies. Sets up nationwide conference calls for the
Network’s monthly CDC DNPAO teleconference.

10% Other duties as required.
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DUTY STATEMENT
Administrative Assistant 111 — Policy, Partnerships and Planning Unit; Nutrition Education
Consultant Unit; Youth Engagement Project (M. Munyan)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Contract Administrator Il, the Administrative Assistant 111
(AAII) will provide administrative duties for three separate units: Policy, Partnerships and
Planning Unit, Nutrition Education Consultants Unit (NECs), and Youth Engagement Project.
AAIIl position duties will include, but are not limited to document review, editing for
compliance with Network, CDPH and PHI requirements and guidelines, photocopy and
duplication, workflow management, meeting coordination, answer telephones, assist with
projects and staff, prioritizes incoming and outgoing tasks by importance, timeliness, and
sensitivity.

20% Responsibilities associated with the NEC Unit include maintaining interpersonal
communication with internal and out-stationed NECSs; ensuring timely distribution of
communications, written and oral to all NECs, monitor and manage the timely
submission and processing monthly and annual NEC reports, site visit and contract
reports, ensuring that GIFTS reporting requirements are met and reports are filed
appropriately. Maintain onsite NEC’s Outlook calendars to ensure timely response to
meeting requests and to schedule meetings with staff, both internally and externally.
Monitor email for high priority requests during NEC absence from office, provide
logistical support for scheduling bi-weekly NEC Calls, monthly individual NEC
meetings, and quarterly NEC onsite meetings and provide note taking support, as needed.
At the direction of the NECs, provides support for and maintains the School-based
Nutrition Education Resource Library for the Network which also includes preparing
announcements for staff on new resources and the updating of the related lists. Assists in
the design of forms to gather school-related information and data and compiles this data
in various forms by organizing and formatting the results for Network staff and partners.

35% Responsibilities associated with the Policy, Partnerships and Planning Unit are directly
related to the coordination of the Network Annual Conference; these duties include, but
not limited to: coordinating training room reservation; gathering and maintaining multiple
large databases for sending individual and group invitations; developing and updating
announcements, correspondences, letters, agendas, and emails while ensuring that they
meet Network Guidelines; managing the collection of abstracts and award nominations
through online submissions, process and format for final review by Network chiefs and
managers; process and track state documents including Scheduling Requests, Director’s
Action Requests, Secretary’s Action Requests, and Governor’s Action Requests; work
with the conference planner on other assignments as needed.

The AAIII also provides contribution to the Network Training needs by coordinating
logistics including: reserving training space; organizing meals for trainings; advertising,
monitoring, and processing registration; creating, editing, and broadcasting training
announcements and advertisements; prepare and copy materials and hand-outs; and
provide assistance for training sessions. Also AAIIl as coordinator for Network
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25%

15%

5%

participation in many web based meetings that directly pertain to the objectives and
interest of the Network staff. Responsibilities include, announcing events, scheduling.

Responsibilities associated with the Youth Engagement Project in addition to the
responsibilities listed above, the AAIII assists the Youth Initiatives Consultant in all areas
of the project. This includes the formatting of various documents, binders, posters,
surveys, and reports as well as providing logistical support in coordinating trainings,
youth forums, regional meetings, and conference calls. The AAIIl maintains Youth
Engagement Site Roster and youth alumni contact information. Maintaining
communication with Youth Engagement Sites; ensuring timely distribution of
communications, and corresponding for scheduling meetings, teleconferences, and face to
face trainings.

As an Administrator for the Network WebEx Meeting Center Account, the AAIIl has
master controls for all system settings; assigns privileges to the dedicated hosts; as well
as monitors usage to prevent excessive use that result in penalty charges. In addition the
Administrator develops procedures, and resources for Network staff; develops training
materials; and facilitates trainings for Network hosts as needed. As coordinator for the
Network Master Calendar, the AAIII is responsible for bi-weekly updates to the Google
Calendar, ensuring that events which are of interest to Network internal and regional
staff, contracts, and partners are advertised and easily accessible.

Other duties as required.
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DUTY STATEMENT
Administrative Assistant 111 — Communications Program (B. Ward)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the PHI Contract Administrator 1l, and general guidance from the
Office Services Supervisor Il, the Administrative Assistant 111 (AAII) will support the
Communications Program within the Network for a Healthy California (Network). The AAIII
duties will include, but are not limited to answering telephones, assist with projects and staff in
the Communications Program. The AAIII performs back-up duties to all support staff; duties
include but are not limited to ordering supplies, tracking inventory and ordering material using
the online ordering system. Also schedules meetings and teleconferences. Specifically, the
AAII will perform the following duties:

45% Responsible for packaging and obtaining approval of all Media state documents. Editing
to insure CDPH ABC standards are met. Assists the Publication Manager in coordinating
and setting up photo shoots for media advertising. Editing, proofing, and packaging state
documents, i.e. SAR’s, GOAR’s, DARs, CAR’s for media approval, assist with Bill
Analysis and Program Letters. The AAIIIl is responsible for scheduling rooms and
meetings using the Microsoft Outlook software, assists with setting-up teleconferences
and audio visual equipment. The AAIII is required to attend team meetings once a
month, contributing ideas for up coming events, typing agenda items, and taking notes.
Logistically prepare off-site re-branding seminars for Media staff, prepare logistics and
agendas for Focus Study Groups, and assist the Media Unit in preparation for events and
Media trainings. Maintain monthly tracking system for Media Communications Unit on
meetings, off-site trainings, travel, etc.

20% Works directly with the Special Projects and Regional infrasturcture groups tracking all
work orders on spreadsheet and distributes sign-off sheets for approval and signatures.
Responsible for completion of all documents in a timely manner and maintain an Excel
filing system. Assist with processing of invoices and the execution of work orders for the
Communication/Media Contracts.

15% Lead in updating the Network’s Administrative Assistant’s Reference Manual reviewing
old and new documents to input and update. The reference manual is for 1) all clerical
staff, 2) newly hired employees to read and review, 3) for staff and managers to use as a
reference tool and guidance manual.

10% Network Media Library — Organize and maintain an Excel spreadsheet on Artwork File
Project for the Graphics Unit/Media. Update, maintain and manage literature library with
materials, cookbooks, and flyers for events as requested by partners and regions including
the Network. Responsible for NERI items and keeping information and materials updated
and stocked with new printed items and replenish all other inventory when necessary.
Provide as a back-up on re-ordering inventory items required for meetings and
conferences. Update and maintain binders on all publications, CD’s; with hard copies, tag
as name and control number file folder, maintaining files and updating Excel spreadsheet.
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10% Perform other duties as required or necessary, including responsible for the role of a
resource person to answer questions for Network clerical staff and other Network staff.
Assist in proofreading and editing state documents, letters, and package in folder for
approval signatures and track the approval process. Use as resource person to help other
clerical staff maintain a balance on workloads. Upcoming action item is to initiate from
inception a binder on State Documents interfacing closely with the Branch Office admin
compiling tips and updates on latest changes on all state documents and letters.
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DUTY STATEMENT
Contracts Administrator | — Special Projects & Regional Infrastructure Unit
(C. Pirruccello)
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the PHI Program Director 111, and general guidance from the Staff
Services Manager | (SSM 1) of the California Department of Public Health (CDPH), Network
for a Healthy California (Network), Administrative Operations Section, the Contracts
Administrator | is responsible for providing personnel support and drill coordination to the
Section. Specifically, the CA | will perform the following duties:

80% Prepare personnel documents for recruitment of new hires, transfers, promotions,
reclassifications, etc. for the Network. Oversees preparation of Request for Personnel
Actions (RPAs) and related personnel documents. Develops duty statements,
organization charts, freeze exemptions, reclassification justifications and other
documentation required by Personnel. Creates interview panels, develops interview
questions, and works closely with the Branch Administrative Assistant and the
Personnel Section as necessary on related issues. Assist with Network personnel
transition plan to convert certain PHI employees to state employment.

15% Coordinate and track drills assigned by Branch, Division, Budgets, Accounting,
Contracts and other departments. Work with SSM 1 to clarify assignment and to triage
drill to appropriate person to respond. Update drill tracking log to ensure responses are
timely and deadlines are met. Check with person that is assigned a drill prior to
deadline to ensure timely completion. Forward completed drill to SSM | to review and
then to Branch with copies to Section Chief and supervisor. Place completed drill in
Outlook folder.

5%  Perform other duties as assigned.
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DUTY STATEMENT
Contracts Administrator Il — Administrative and Fiscal Services Unit (S. Black)
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Program Administrator 111 and the general direction of the PHI
Network Director, the Program Administrator | (PA 1) provides support for contracting
processes, technical assistance, and oversight of the scope of work for a master contract. The
position requires knowledge of contract management, PHI Network’s Master Contract, and all
applicable regulations and policies. Also requires working independently, handling complex
tasks simultaneously, strong written and oral communication skills, strong organization skills.
Position is also responsible for supervision of Network Administrative Assistants and temporary
staff serving in administrative assistant roles. Duties include but are not limited to:

10% Assists with the development of competitive bidding processes, including Request for
Proposals (RFPs), Request for Applications (RFAs) and Intention to Bid (ITB). Knows
parameters defining when and how competitive bids vs. sole source justification apply,
and proactively initiates processes to ensure smooth and timely implementation of new
contracts. Participates in the review and scoring of bids and proposals received, as well
as the recommendation and/or selection of subcontractors. Provides training as necessary
to contractors/grantees on federal , state and PHI program requirements.

30% Works with Network Program and Contract Managers to develop, negotiate, implement,
and monitor subawards and consulting agreements associated with Network programs in
accordance with all applicable policies and regulations. Works directly with third-party
public and private subcontractors. Reviews subcontracts for accuracy and completeness,
including contract scopes of work, budget mathematical computations and logical
premises, appropriateness, relevance and allowability to PHI Network under the terms of
its Master Contract

20% Reviews invoices received from vendors under contract to PHI Network for
completeness, accuracy, and conformity to contract terms and all applicable policies and
regulations. Serves as first point of contact between Admin & Fiscal Services and
subcontractors/consultants; especially liaising with them on behalf of the department and
the Network generally on invoice requirements and vendor payment status and related
issues. Intervene as necessary to ensure vendors are submitting invoices promptly,
punctually and regularly.

20% Provides supervision of Network administrative assistants, including basic supervision,
goal setting, coaching & development, payroll approval, attendance monitoring,
evaluation and disciplinary intervention as needed. Coordinate temporary admin
assistants on the same issues. Liaise with state OT supervisor for cross coverage
coordination.
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10% Tracks and monitors process performance, providing regular or ad hoc reports and other
analyses as needed. Assists with the maintenance and communication of department
policies and procedures, and contributes ideas that improve quality and efficiency.

5%  Supports PA 111 with planning, budgeting and other duties.

5%  Performs other duties as required.
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DUTY STATEMENT
Development Specialist | — Policy, Partnerships and Planning Unit (M. Ely)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Development Specialist 111 (DSIII) of the Network for a
Healthy California (Network), the Development Specialist | (DS 1) will provide planning,
program development, and technical assistance support to nutrition and physical activity projects
at the state, regional, and local levels. The DS | will assist in promoting Network goals and
objectives through the Partnerships Development Infrastructure, including the Network Statewide
Collaborative (NSC), NSC Subcommittees, Regional Collaboratives, and advisory committees
by supporting the coordination and collaboration of external partners from across government,
community-based non-profit organizations, advocacy groups, and private industry. This position
handles complex tasks with the application of strong writing, communication, and coordinating
skills. Duties include:

30% Assists the Unit Lead to maintain effective coordination between Regional Network Lead
Agencies, Regional Collaborative, Local Incentive Awardees, Local Food Nutrition
Education projects and other Supplemental Nutrition Assistance Program Education
(SNAP-Ed) special projects and external partners by providing assistance in planning and
staff support for the Network State-wide Collaborative (NSC). The DS | will take the
lead on facilitating and coordinating select NSC subcommittees.

25% Maintains, facilitates, and assesses Network relationships with partners or potential
partners in public, nonprofit, and private sectors for long-term participation and
collaboration on SNAP-Ed program and activities. Works with the Unit Lead to maintain
effective coordination between Regional Network Lead Agencies, Regional
Collaboratives, Local Incentive Awardees, other SNAP-Ed projects and external partners
by providing planning and staff support for the operation of the NSC, subcommittees, and
advisory committees.

20%  Assists HPS 11 and DSIII with performing critical nutrition and physical activity program
analysis and preparing a wide variety of program, technical, and scientific
communications, briefs, reports, memos, presentations, and responses to program
correspondence.

20% Program manager for special project and leadership contracts. This involves reviewing
and negotiating project work plans and subcontracts, and monitoring project
performance.

5%  Performs other duties, as required.
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DUTY STATEMENT
Development Specialist 11 (DS 1) - LFNE/Outreach (V. Sanderford-O’Connor)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the PHI Program Director Ill, and general guidance from the Health
Program Manager |1, Chief, Program Development Section of the California Department of
Public Health (CDPH), Network for a Healthy California (Network), the Development Specialist
Il will serve as the unit lead for Partnership Development for the Network for a Healthy
California. The lead will develop and maintain Local Food and Nutrition Education Channel
(LFNE) infrastructure, including oversight on the scope of work and programmatic concerns
related to LFNE subcontracts; fostering new partnerships to create a strong, sustainable LFNE
channel. This includes ongoing communication and coordination with Co-chairs and committee
members of the Local Food and Nutrition Education Action Committee members, Regional
Networks and Network Steering Committee members, and Network staff to provide a conduit
that bridges LFNE and overall Network programs and goals. Partnership Development will also
include organizing and facilitating three Local Food and Nutrition Education Action Committee
(LFNEAC) meetings per year that includes inviting guest speakers relevant to current topics and
goals, creating awareness concerning specific LFNE topics, a forum to share project and specific
LFNE contract updates and successes; maintaining ties to other Network-funded projects through
presentations and updates at Regional Networks, Network Steering Committee, and Network-
funded trainings and meetings; and fostering and uniting current and new partnerships relevant to
Local Food and Nutrition Education issues. Also, participation as Senior Staff representative for
Partnership Development related to LFNE channel.

30% Manage scope of work and programmatic concerns related to the LFNE contracts,
working with the Network Research and Evaluation Team and research consultants;
communication/triage for additional resources and staff, and directing contractors to
Network staff, including research and evaluation, Regional Nutrition Education
Coordinators, communications team for Nutrition Education Reinforcement Items
(NERI), and other Network resources.

20% Provide oversight of the FNEAC, including facilitation, inviting guest speakers, meeting
coordination, and partnership development, which includes planning and coordinating
three meetings per year and participating in other meetings that tie to FNEAC-related
activities, and seeking new partners to support this channel.

15% Provide program and technical consultation for the LFNE contracts, managing the
Request for Application process (every other year), USDA inquiries, and other point of
contact/communication issues. Consults with funded agencies in the development of
budgets and monitors the development, implementation, and evaluation of LFNE
projects.

10% Assist in the development of the Request for Applications and the subsequent contract
language ensuring all appropriate State, Federal, and intra-departmental policies and
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10%

5%

5%

5%

regulations are incorporated.  Reviews and completes assessment of submitted
applications. Negotiates and recommends approval of contracts.

Working independently or with others as assigned, perform research, conduct surveys
and interviews, compile and interpret data, develop recommendations, and present clear
reports of findings both orally and in writing related to LFNE projects and the FNEAC.
Utilize project management skills to complete LFNE projects. Timely and accurately
complete special projects as assigned. Maintain a work plan to track progress on project
assignments. Provide weekly updates to unit manager. Notify unit manager and/or
applicable person when sensitive or controversial issues arise, and/or as soon as it’s
apparent that agreed upon deadlines cannot be met.

Represent LENE channel for Network at state level meetings and conferences that pertain
to hunger and food access and food stamp promotion, such as Food Stamp and Nutrition
Education Outreach and Participation (FANOUT), Network Joint Steering Committee
and Electronic Benefit Transfer (EBT) Farmers Market Advisory Group.

Assist in writing case studies, narratives, and journal articles for this channel and/or other
aspects of the Network.

Performs other duties as assigned.
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DUTY STATEMENT
Development Specialist 11 — Policy, Partnerships and Planning Unit (Vacant)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Development Specialist 111 (DSIII) of the Network for a
Healthy California (Network), the Development Specialist Il (DSII) will provide planning,
program development and technical assistance support to nutrition and physical activity projects
at the state, regional, and local levels. The DSII will assist in promoting Network goals and
objectives through the Partnerships Development Infrastructure, including the Network Statewide
Collaborative (NSC), Regional Collaboratives and advisory committees, by supporting the
coordination and collaboration of external partners from across government, community-based
non-profit organizations, advocacy groups, and private industry. This position handles complex
tasks with the application of strong writing, communication and coordinating skills. Duties
include:

30% Works with the Development Specialist 11 to maintain effective coordination between
Network partners such as Regional Network Lead Agencies, Regional Collaboratives,
Local Incentive Awardees, Local Food Nutrition Education projects, and other Network
special projects and external partners by providing assistance in planning and staff
support for the Network Executive Committee. The DSII will take the lead on facilitating
and coordinating assigned advisory committee(s). The DSII provides specialized
support for health disparities, food security, food access, and supplemental nutrition
program issues and activities.

30% Maintains, facilitates, and assesses Network relationships with partners or potential
partners in public, nonprofit, and private sectors for long-term participation and
collaboration on SNAP-Ed program and activities, especially with healthcare and food
security partners. Works with the DSIII to maintain effective coordination between
Regional Network Lead Agencies, Regional Collaboratives, other SNAP-Ed projects, and
external partners by providing planning and staff support for the operation of the Network
Statewide Collaborative and assigned advisory committee(s).

15% Serves as program manager for assigned special project contracts. This involves
reviewing and negotiating project work plans and subcontracts and monitoring project
performance.

10% Assists DSIII with performing critical nutrition and physical activity program analysis
and preparing a wide variety of program and technical communications (such as briefs,
reports, memos, presentations, and responses to program correspondence).

5%  Performs other duties, as required.
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DUTY STATEMENT
Development Specialist 11 — Policy, Partnerships and Planning Unit (J. Herrera)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Development Specialist 111 (DSIII) of the Network for a
Healthy California (Network), the Development Specialist Il (DSII) will provide planning,
program development, and technical assistance support to nutrition and physical activity projects
at the state, regional, and local levels. The DSII will assist in promoting Network goals and
objectives through the Partnerships Development Infrastructure, including the Network Steering
Committee (NSC), NSC subcommittee, Regional Collaboratives, and advisory committees by
supporting the coordination and collaboration of external partners from across government,
community-based non-profit organizations, advocacy groups, and private industry. This position
handles complex tasks with the application of strong writing, communication, and coordinating
skills. Duties include:

35% Provides staff support for program development, partnership activities, and effective
coordination between Regional Network Lead Agencies, Regional Collaborative, Local
Incentive Awardees, Local Food Nutrition Education projects and other Supplemental
Nutrition Assistance Program Education (SNAP-Ed) special projects and external
partners, e.g., providing staff support in planning and staff support for the SNAP-Ed
Network Steering Committee. The DSII will facilitate and coordinate select NSC
subcommittees.

30% Manages selected Network Leadership projects to ensure successful accomplishment of
objectives. Oversees completion of scope of work activities and adherence to state
guidelines. Participates in establishing contracts and provides on-going contract oversight
in collaboration with staff from other units and/or sections. Oversees programmatic
activities and develops progress report analyses. Coordinates and implements internal
systems to promote streamlined communications and efficient contract management

20%  Assists HPSII and DSIII with performing critical nutrition and physical activity program
analysis and preparing a wide variety of program, technical, and scientific
communications, briefs, reports, memos, presentations, and responses to program
correspondence.

10% Maintains, facilitates, and assesses Network relationships with partners or potential
partners in public, nonprofit, and private sectors for long-term participation and
collaboration on SNAP-Ed program and activities.

5%  Performs other duties, as required.
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DUTY STATEMENT
Development Specialist 111 — Policy, Partnerships and Planning Unit (S. Navarro)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the PHI Program Director 111, with day-to-day guidance from the Chief
of the Network’s Policy, Planning and Partnership Section, and in consultation with other
Network managers and unit leaders, the Development Specialist 111 (DSIII) advances the
Network’s mission and objectives for fruit and vegetable consumption, physical activity, food
security and obesity prevention among low-income California families. The DSIII leads the
development, implementation, and evaluation of strategies and annual action plans to advance
the Network Statewide Collaborative, leadership and training projects, and mission-based
public/private partnerships. The DSIII also analyzes the impact of emerging public policies
related to nutrition education and physical activity, provides staff supervision, and secures
resources to further the mission. Specifically, the DSIII:

25% Leads and represents the 200-member Network Statewide Collaborative to maximize the
collective impact of statewide, regional and local partnerships and mission-based
programs through its Executive Committee, Action Teams, 11 Regional Collaboratives,
and other stakeholder groups such as the Food Assistance, Nutrition and Outreach
Committee (FAN-Out), the California Farm-to-School Task Force, the California School
Garden Network, and County Nutrition Action Partnerships (C-NAPS).

25% Provides leadership for initiating and overseeing the planning, implementation, and
evaluation of the Network’s PHI-administered leadership and training projects; and
manages a team of PHI professionals in the Policy, Partnerships and Planning Unit.

20% Provides leadership in establishing new, sustainable organizational partnerships as well
as maintaining existing partnerships in key intervention channels of the non-profit,
business, philanthropic and government sectors in line with the Network’s strategic and
annual state plans.

15% Represents the Network to external bodies, tracking trends, providing technical support,
and making recommendations in the areas of food, agriculture and other mission-based
policy, federal nutrition programs, food systems in low-income communities and
institutions, and disparities.

10% Develops resources, including new and redirected funding streams at the state, regional,
and local levels, for the improvement, growth, and development of community and
organizational initiatives; develops annual action plans and reports to funders; and
produces resource materials, position papers, and other articles for publication, as
required.

5%  Other duties as required.
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DUTY STATEMENT
Evaluation Specialist 11 — Research and Evaluation Unit (Vacant)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist 11, the Evaluation Specialist I1 (ESII) is responsible
for developing and implementing a variety of evaluation activities related to a multi-program, multi-
site statewide food stamp nutrition education campaign, including implementing an evaluation plan
of Network for a Healthy California (Network) activities; training staff and contractors on evaluation
theory, criteria and expectations; analyzing evaluation data; and documenting evaluation results. The
ESII works as part of the research team to maintain theoretical consistency between statewide
evaluation design and program implementation. This position will work with program managers and
external advisors to: determine training and technical assistance needs of local grantees and assist
them develop and refine their food stamp nutrition education intervention and evaluation strategies;
develop and conduct training and technical assistance for grantees on assessment and self-reflection
for quality improvement and program implementation; refine and coordinate data tracking systems,
databases, data collection, and data analysis for on-going feedback from multiple grantee sites;
review and synthesize key themes, outcomes, and lessons from evaluation and project activities;
provide analysis for quality improvement of partnership technical assistance and grantee support;
develop written analyses, resource documents, case studies, reports and literature reviews; work in
concert with program directors and staff on cross-disciplinary activities and events; coordinates
USDA progress reporting for evaluation staff; and leads new evaluation staff orientation and
training. Specific duties include:

40% Leads planning, TA, and monitoring of impact evaluation of large-scale Network-funded
projects. Acts as evaluation liaison with Network-funded partners to provide input into their
evaluation activities and provides technical assistance; reviews designated Scopes of Work
for food stamp nutrition education projects to assess the extent and suitability of evaluation
measures proposed or already in place. ldentifies validated instruments for evaluation of
Network objectives. Works on the development and maintenance of the theoretical
evaluation framework and coordinates it with development of evaluation and assessment
materials.

10% Refines and coordinates data tracking systems; designs and oversees data analysis on reports
from multiple grantee sites; provides results in report and graphic formats.

15% Provides support for special internal projects of the Network, such as development and
testing of new food stamp nutrition education interventions.

15% Develops training materials and provides training for internal staff and Network funded
contractors on correct use of standardized evaluation instruments, procedures, and policies.
Provides guidance to research and evaluation unit staff on challenging evaluation issues.

5%  Works to identify and/or develop appropriate assessment measures for regional program
aspects of Network projects, including coordination within the state Regional Network
evaluation model; Acts as evaluation liaison for two Regional Network contractors.
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10% Prepares evaluation reports, and presentations for health, education, and human services
professionals, staff, funders, and lay audiences on food stamp nutrition education findings
from Network FSNE evaluation projects.

5%  Other duties as required
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DUTY STATEMENT
Health Educator 111 - Community Development Unit B (L. Hall)
Network for a Healthy California - Program Development Section
Public Health Institute

Under the supervision of the PHI Program Director 11, and general guidance from the Public
Health Nutrition Consultant 111 Supervisor, of the California Department of Public Health
(CDPH), Network for a Healthy California (Network), the Health Educator 11l (HE III) is
responsible for providing nutrition/health and program consultation and technical assistance to
public and private agencies related to the planning, implementation, and evaluation of consumer,
intermediary, and systems components of the Network for a Healthy California (Network).
Working under the direct supervision of the Public Health Nutrition Consultant 111 (Supervisor)
and other members of a multi-disciplinary team, the HE IIl will assist in the coordination and
collaboration of community-based programs with ongoing social marketing campaigns that
promote healthy eating, physical activity and food security. The HE Il will participate in the
annual review and approval of local share contributions and work scopes/budgets submitted by
specific Local Incentive Awardees (e.g., local health departments, low-resource school districts,
Indian tribal organizations, and park and recreation agencies) eligible to receive Network
matching funds to conduct state-of-the-art community interventions that include media,
local/regional promotions, consumer empowerment, and the opportunity to leverage funding.
Duties include but are not limited to:

40% Provides nutrition-related expertise in the annual review, approval, and monitoring of
Local Incentive Awardees’ local share contributions and matching funds work scopes
regarding local strategies for promoting nutrition education, physical activity and food
security. Monitors and provides technical assistance to public entities such as low-
resource school districts, Indian tribal organizations, local health departments.
Monitoring activities include providing technical assistance on nutrition program
planning and evaluation, conducting site visits, preparing site visit reports, reviewing and
processing scope of work amendments. Develops and evaluates program standards,
policies and procedures, and monitors application of state and federal standards. The
position will be responsible for the review and approval of interim and final progress
reports submitted to the Network by local contractors. Assists with annual training
conference for Network awardees and partners, along with ongoing technology transfer of
information related to the field of social marketing.

20%  Assists with the completion of the Network’s final progress reports submitted to USDA
annually. In cooperation with the Community Interventions/Development team, other
internal departmental units, and Network partners, assists with the development and
finalizing of the annual state plan forwarded to USDA for approval.

15% Stays abreast of the scientific literature and assists in maintaining technical resources
regarding social marketing principles, and community-based health promotion and
community development interventions to promote healthy eating and physical activity.
Assists in the preparation of Requests for Applications (RFASs), planning guidelines,
legislative proposals, bill analyses, and grant proposal.

FFY 2012 Plan Page 1 of 2 063011



10% Assists with the technical design, implementation, and evaluation of a wide range of
qualitative and quantitative pilot studies and evaluation projects dealing with
nutrition/physical activity communications and interventions. Assists with the
completion, analysis, and interpretation of evaluative data from local projects.

10% Prepares of a wide variety of policy, management, technical, and scientific
communications including critical analyses, reviews, briefings, presentations, testimony,
journal articles, reports, memos, and correspondence for various audiences.

5%  Performs other duties as required.
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DUTY STATEMENT
Health Educator 111 — Community Development Unit A (K. Miller)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the PHI Program Director 11, and general guidance from the Public
Health Nutrition Consultant 111 Supervisor, of the California Department of Public Health
(CDPH), Network for a Healthy California (Network), the Health Educator 11l (HE III) is
responsible for providing nutrition/health and program consultation and technical assistance to
public and private agencies related to the planning, implementation, and evaluation of consumer,
intermediary, and systems components of the Network for a Healthy California (Network).
Working under the direct supervision of the Public Health Nutrition Consultant 111 (Supervisor)
and other members of a multi-disciplinary team, the HE Ill will assist in the coordination and
collaboration of community-based programs with ongoing social marketing campaigns that
promote healthy eating, physical activity and food security. The HE Il will participate in the
annual review and approval of local share contributions and work scopes/budgets submitted by
specific Local Incentive Awardees (e.g., local health departments, low-resource school districts,
Indian tribal organizations, and park and recreation agencies) eligible to receive Network
matching funds to conduct state-of-the-art community interventions that include media,
local/regional promotions, consumer empowerment, and the opportunity to leverage funding.
Duties include but are not limited to:

40% Provides nutrition-related expertise in the annual review, approval, and monitoring of
Local Incentive Awardees’ local share contributions and matching funds work scopes
regarding local strategies for promoting nutrition education, physical activity and food
security. Monitors and provides technical assistance to public entities such as low-
resource school districts, Indian tribal organizations, local health departments.
Monitoring activities include providing technical assistance on nutrition program
planning and evaluation, conducting site visits, preparing site visit reports, reviewing and
processing scope of work amendments. Develops and evaluates program standards,
policies and procedures, and monitors application of state and federal standards. The
position will be responsible for the review and approval of interim and final progress
reports submitted to the Network by local contractors. Assists with annual training
conference for Network awardees and partners, along with ongoing technology transfer of
information related to the field of social marketing.

20%  Assists with the completion of the Network’s final progress reports submitted to USDA
annually. In cooperation with the Community Interventions/Development team, other
internal departmental units, and Network partners, assists with the development and
finalizing of the annual state plan forwarded to USDA for approval.

15% Stays abreast of the scientific literature and assists in maintaining technical resources
regarding social marketing principles, and community-based health promotion and
community development interventions to promote healthy eating and physical activity.
Assists in the preparation of Requests for Applications (RFAS), planning guidelines,
legislative proposals, bill analyses, and grant proposals.
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10% Assists with the technical design, implementation, and evaluation of a wide range of
qualitative and quantitative pilot studies and evaluation projects dealing with
nutrition/physical activity communications and interventions.  Assists with the
completion, analysis, and interpretation of evaluative data from local projects.

10% Prepares of a wide variety of policy, management, technical, and scientific
communications including critical analyses, reviews, briefings, presentations, testimony,
journal articles, reports, memos, and correspondence for various audiences.

5%  Performs other duties as required.
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DUTY STATEMENT
Health Educator 111 - Fruit, Vegetable, & Physical Activity Campaigns (M. Coordt)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general supervision of the Health Educator 1V, Physical Activity Integration Program,
within the Fruit, Vegetable, and Physical Activity Campaigns Unit, the Health Educator 11l
(HEIII) contributes to the success of the Network for a Healthy California, Physical Activity
Integration Program, a project targeting low-income women and their families and focused on
integrating nutrition and physical activity resources in their communities. One of the overall
goals of the Network for a Healthy California (Network) is to promote and increase physical
activity to the levels recommended by federal guidelines. The HEII will manage selected
regional contracts providing technical assistance and training to ensure successful completion of
the Physical Activity Integration components of the Scope of Work. The HEIII will assist in the
planning and implementation of Regional Network meetings and trainings, as well as work with
the Physical Activity Integration Program manager and Research and Evaluation Unit staff to
determine evaluation needs and appropriate methods and to conduct and report results of
evaluation activities. The HEIII will provide technical assistance to other projects within the
Network and sister programs in the Department to assist with integrating physical activity
programs with nutrition education and will consult and assist other units of the Network to add
physical activity promotion components to campaigns and programs. The HEIII is responsible
for staying informed about the latest literature and research pertaining to the integration of
nutrition, physical activity, and public health. Specifically, the HEIII:

40% Manages the Physical Activity Integration Program components of selected regional
contractors. Provides technical assistance to regional staff to ensure successful
implementation of the Scope of Work through site visits, telephone, e-mail, and other
communication mechanisms. Participates in the planning and execution of Regional
Network meetings and training sessions, including face-to-face meetings and monthly
teleconferences or webinars. Develops technical assistance tools for regional use.
Collaborates with other Network staff to provide oversight within designated regions.

20% Provides technical assistance to other projects within the Network and sister programs in
CDPH to assist with integrating physical activity programs with nutrition education,
including the Network Community Development Units, Nutrition Education Consultants,
Communications Unit, and other campaigns and programs of the Fruit, Vegetable, and
Physical Activity Campaigns Unit.

20% Participates in development and updating of physical activity materials and messages.
Provides content revisions and coordination of translation for a variety of program
materials for adult intermediaries, parents, and children. Provides expert review of the
physical activity content for materials developed by other Network programs and by the
Regional Networks. Stays informed about the latest literature and research pertaining to
the integration of nutrition, physical activity, and public health. Prepares reports, requests
for proposal, invitations to bids, and other professional documents.
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10% Contributes to the successful planning and execution of program evaluation activities,
including formative, process, and impact/outcome evaluation. Works with the Physical
Activity Integration Program manager and Research and Evaluation Unit staff to
determine evaluation needs and appropriate methods and to conduct and report results of
evaluation activities. Co-authors articles for submission to journals and other professional
publications.

5%  Performs other duties as required
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DUTY STATEMENT
Health Educator 111 (Spanish Translation) - Communications Program (S. Navarro)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the PHI Program Director Ill, and general guidance from the Health
Program Specialist | (HPS 1), of the California Department of Public Health (CDPH), Network
for a Healthy California (Network), the Health Educator Il (HEIII) will oversee written
translations from English to Spanish and Spanish to English, of general, technical, or scientific
informational materials on nutrition and physical activity education for food stamp eligible
persons in California; and to do related work aimed at improving the health of low- income
families through increased consumption of fruits and vegetables and increased physical activity.
The HEIII will ensure the continued success of Spanish translated materials for community-
based programs that implement social marketing campaigns to promote healthy eating, physical
activity, and food security among food stamp recipients and other eligible, low-income
populations. Other responsibilities will include preparing Spanish nutritional informational
materials; overseeing the Network’s outside translation firm; expanding Spanish-speaking
consumer empowerment components of the Fruit, Vegetable and Physical Activity Campaigns;
maintaining translation Glossary of common terms and phrases; coordinating workgroup
meetings, trainings and presentations as needed; provide leadership and guidance on the cultural
appropriateness and effectiveness in relation to Spanish nutrition education to the Latino
Community in California; and do other related work while adhering to USDA guidelines.

40% Oversees the process of the written Spanish translations of general, technical, and
scientific material developed by CPNS staff and translated by the Network’s contracted
translation firm; reviews, edits and approves material that is written in English and
translated into Spanish language using agreed upon idiomatic expressions and Network
Spanish glossary; oversees the work of the translation firms as well as other translators
and provides nutrition expertise in the review, approval, and monitoring of Network
Spanish materials for implementing and promoting nutrition education and physical
activity to Spanish speaking populations in California.

30% Provides Network with Spanish language and cultural appropiate expertise used for
communications, materials development and usage and translation (this includes public
speaking and media interviews); as team member with multi-disciplined staff working in
various programs. Provides leadership on translation related issues to Network
management and partners to ensure successful accomplishment of Network objectives;
assesses needs and advises others regarding Spanish informational materials that may be
needed.

10% Abstracts and formats nutrition education materials to be understood and used by food
stamp eligible, Spanish speaking persons; reviews materials for their comprehensibility;
provides technical assistance to contractors, Network internal projects and subcontracts
with Spanish language/cultural adaptation/appropiate activities and collaterals; reviews
and help in the development of Spanish language materials for press release, media
advisory, proclamations, web content, etc.
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10%

5%

5%

Assists with annual training conference for Network awardees and partners, along with
ongoing technology transfer of information related to the Spanish field of nutrition
education and social marketing; participates with Network staff with the completion of
the annual Network plan submitted to USDA.

Reads, edits and translates from English to Spanish language or from a Spanish language
to English articles for publication in departmental, professional, and technical journals;
coordinates the preparation of materials with funded and partner organizations; assists
with a wide variety of policy, management, technical, and scientific communications,
including critical analyses, reviews, briefings, presentations, testimony, journal articles,
reports, memos, and correspondence. Includes tabular, graphic, statistical, and electronic
displays.

Other duties as assigned



DUTY STATEMENT
Health Educator 1V — Regional Operations and Training Unit (Vacant)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the PHI Program Director Il1, with general guidance from the Policy,
Planning and Partnership Section Chief, the Health Educator IV (HE 1V) is responsible for the
development, implementation, coordination, and promotion of health/nutrition education as an
integrated component of a coordinated school health system in low resource school districts
working with the Network for a Healthy California (Network). Working under the guidance of
the Health Program Specialist I, and in partnership with other members of a multi-disciplinary
team, the HE 1V will provide leadership, expert guidance, and mentoring to build the capacity of
the regionally-based Nutrition Education Consultants (NECs), program staff and sister agencies
working with schools, after school programs, and other youth-serving agencies. The HE IV will
work to ensure the continued success of the school-based programs by providing guidance on
evidence based strategies, educational theory, practices and pedagogy and ensure consistency
with the policies and practices of the California Department of Education. Specifically; the HE
IV performs the following duties:

40% Provides leadership and technical assistance in the development, implementation and
evaluation of sustainable effective school-based nutrition education strategies, resources
and programs. Priority focus is given to K-12 students and school-based
educators/instructors with appropriate referrals provided to agencies working with early
childhood and parent populations. Provides leadership in the development of standards
and their application in the review, evaluation, and implementation of curricula,
instruction materials, tools for assessment and evaluation, policies and other resources for
use in schools to facilitate health school nutrition environments and support appropriate
policy changes.

40% Builds capacity of the regionally-based Nutrition Education Consultants (NECs),
program staff and others working with schools, after school programs, and other youth-
serving agencies to advance the utilization of effective nutrition education strategies and
promote sustainable school-based policies and programs. Provides technical review and
guidance on educational theory, practices, strategies and pedagogy to Network staff
working with programs targeting children and youth that will advance the utilization of
effective nutrition education strategies and will promote sustainable school-based
policies, practices, and programs.

10% Develops and maintains a variety of partnerships, in collaboration with appropriate
Network staff, with public and private entities at the state level and throughout the
regions to assist with implementation of sustainable public health approaches that include
the role of the school system. This includes, but is not limited to state and local health
departments, California Department of Education, California Department of Food and
Agriculture and non-profit health organizations. Promotes national and state initiatives,
such as Let’s Move, HealthierUS School Challenge and the Alliance for a Healthier
Generation’s Healthy School Program.
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5%  Participates in a variety of workgroups and action teams to achieve desired regional
outcomes. Represents the Network at local, regional, and/or statewide meetings, task
forces, work groups, planning bodies, trainings and conferences.

5%  Performs other duties as required.
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DUTY STATEMENT
Health Educator 1V — Regional Operations and Training Unit (Vacant)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the PHI Program Director Il1, with general guidance from the Policy,
Planning and Partnership Section Chief, the Health Educator IV (HE 1V) is responsible for the
development, implementation, coordination, and promotion of the Youth Engagement Initiative
as an integrated component of the Network for a Healthy California (Network). Working under
the guidance of the Health Program Specialist Il, and in partnership with other members of a
multi-disciplinary team, the HE 1V will provide leadership, expert guidance, and mentoring to
build the capacity of the Local Incentive Awardees, partners, contractors and sister agencies
working with schools, after school programs, and other youth-serving agencies, targeting the
middle and high school populations. The HEIV will work to ensure the continued success of the
Network’s Youth Engagement Initiatives by providing guidance on evidence based strategies,
education and youth development theory, practices and pedagogy and ensure consistency, when
possible, with the policies and practices of the California Department of Education.
Specifically; the HEIV performs the following duties:

40% Provides leadership, training and technical assistance in the development, implementation
and evaluation of sustainable and effective youth engagement strategies, resources and
programs.  Priority focus is given to grade 6-12 students and school-based
educators/instructors with appropriate referrals provided to agencies working with youth
ages (12-18) and parent populations. Provides leadership in the development of tools,
resources and materials for the youth engagement initiative. In addition, reviews policies
and resources for use in schools and within youth serving agencies to support and
facilitate support appropriate policy changes.

30% Builds capacity of the Program Managers, our Local Incentive Awardees and other
Network staff working with schools, after school programs, local health departments and
other youth-serving agencies to advance the utilization of effective youth engagement
strategies and programs. Provides technical review and guidance on youth development
theory, practices, strategies and pedagogy to Network staff working with programs
targeting youth (ages 12-18) that will advance the utilization of effective youth
engagement strategies and will promote sustainable policies, practices, and programs.

20% Develops and maintains a variety of partnerships, in collaboration with appropriate
Network staff, with public and private entities at the national and state level -- and
throughout the regions to assist with implementation of sustainable public health
approaches that impact the youth population. This includes, but is not limited to state and
local health departments, local school districts, California Department of Education,
California Department of Food and Agriculture and non-profit health organizations.
Promotes national and state initiatives, such as Let’s Move, HealthCorps, Healthier US
School Challenge, and The California Center for Civic Participation’s Statewide Youth
Board on Obesity Prevention, The California Endowment’s Building Healthy
Communities and the Alliance for a Healthier Generation’s Empower ME! Program.
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5%  Participates in a variety of workgroups and action teams to achieve desired regional
outcomes. Represents the Network at local, regional, statewide and national meetings,
task forces, work groups, planning bodies, trainings and conferences.

5%  Performs other duties as required.
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DUTY STATEMENT
Health Educator IV (African American Campaign) — Fruit, Vegetable, and Physical Activity
Campaigns (R. Garrow)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Marketing Manager I, Network for a Healthy California—African American
Campaign (Campaign), the Health Educator IV (HEIV) contributes to the design, implementation, and
evaluation of a statewide social marketing campaign aimed at improving the health of African American
families through increased consumption of fruits and vegetables and levels of physical activity. The HEIV
provides technical expertise to community-based programs by guiding ongoing social marketing
campaigns to promote healthy eating, physical activity, and food security among African Americans who
are currently, likely, or potentially-eligible for the Supplemental Nutrition Assistance Program because
their household income falls below 185% FPL. Responsibilities will include integration of nutrition and
physical activity education into community and faith-based outreach strategies and tools; acting as the
programmatic lead on formative and impact evaluation projects; research and pilot testing of new channel
interventions; strengthening existing campaign components, including written materials; identifying,
establishing, and maintaining internal and external partnerships; expanding consumer empowerment
components of the campaign; managing outside vendors and subcontractors, as needed; and planning and
coordinating meetings and trainings. Specifically, the HEIV performs the following duties:

25%  Provides program oversight for the African American Campaign activities of the Regional
Network agencies and Faith Project contracts to ensure successful accomplishment of objectives,
appropriate implementation of the scope of work activities, and adherence to state and federal
guidelines. In collaboration with the Children’s Power Play! Campaign, Latino Campaign,
Retail Program, Worksite Program, Regional Network, Partnership, Research, and
Communication staff, the HEIV works to establish local contracts and provide on-going contract
oversight. Duties include, but are not limited to: reviewing programmatic activities, contract
reporting and oversight, and coordinating and implementing internal systems to promote
streamlined communications and contract management.

15%  Works to advance the research base on proven-effective model interventions focused on nutrition
and physical activity to reduce the rates of chronic disease affecting the health of African
Americans. Provides programmatic leadership, in coordination with the Network’s Research and
Evaluation Unit, for various qualitative and quantitative nutrition/physical activity research
projects (e.g. focus groups, literature reviews, pilot tests, etc.) that aid in the development and
formal evaluation of the Campaign. Participates in the design, implementation, and analysis
stages of Campaign research. Contributes to scientific publications reporting the results of
research and evaluation projects.

15%  Strengthens existing Campaign components and develops new culturally-sensitive components,
including educational and promotional materials. Provides expertise in public health and health
education theory and practice. Participates in content development, including writing materials
for consumers and intermediaries. Incorporates the distinct features of African American culture
into the adaptation of services and health education materials to meet culturally-unique needs.
Draws upon past experience to address and manage the challenges and opportunities encountered
through cross-cultural relations and the dynamics that result from cultural differences.
Demonstrates cultural competency through a knowledge of the nutrition and physical activity
related beliefs, cultural values, history, contemporary issues, current structures, practices, and
important players in the African American population. Pursues and participates in trainings
and/or educational opportunities in order to keep the African American Campaign abreast of the
most current interventions, trends, and/or practices adversely or positively affecting California’s
African American population.
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15%

15%

10%

5%

Builds capacity of the Regional Networks and Faith Projects to successfully implement social
marketing and environmental change promotion strategies to continuously improve regional
interventions and evaluation measures. Develops and implements training on working with
African American audiences for Network-funded agencies (e.g. Local Incentive Awardees, Local
Food and Nutrition Education agencies, Regional Networks), and partners to improve regional
implementation and impact of nutrition and physical activity interventions for African Americans.
Collaborates with appropriate Network staff in developing and implementing strategies to sustain
the Campaign within the regions.

Identifies, establishes, and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and private
organizations that serve and benefit the African American community. Manages special partner
projects focused on enhancing activities targeted to low-income African American families.
Represents the Campaign to the public, including planning and conducting presentations at
conferences, seminars, and meetings and participating in professional organizations and advisory
groups.

Coordinates projects with outside consultants and subcontractors, including solicitation of bids,
awarding of contracts, development of contract scopes of work, and maintaining day-to-day
contact and administrative and fiscal oversight of contractor work to ensure successful
completion of contract requirements.

Other duties as required.
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DUTY STATEMENT
Health Educator IV - Fruit, Vegetable, and Physical Activity Campaigns (K. Streng)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Program Administrator 111, Fruit, Vegetable, and Physical Activity
Campaigns (FVPA) Unit, the Health Educator IV (HEIV) is responsible for the development,
planning, coordination, implementation, and evaluation of the Network’s Harvest of the Month
(HOTM) program. HOTM is a statewide nutrition education program targeting children and
families eligible for Supplemental Nutrition Assistance Program Education (SNAP-Ed) and is
designed to increase fruit and vegetable consumption and physical activity levels. The HEIV
ensures that all program elements are scientifically accurate, based upon evidence-based public
health approaches, and adhere to strong communications and social marketing principles. The
HEIV oversees the development of program materials, intervention methods, distribution
mechanisms, training and technical assistance to contractors and partners, and evaluation. The
HEIV also identifies, develops, and maintains partnerships with public and private entities,
including produce industry representatives such as commodity boards, produce growers and
distributers, and food retailers. The HEIV works as a member of a multi-disciplinary, matrix-
type team and collaborates across multiple Units and Sections to ensure successful delivery of
nutrition and physical activity education. The HEIV participates as a member of the Network’s
Nutrition and Standards Guidelines Team and provides nutrition expertise to other FVPA Unit
staff and Network programs. The HEIV represents the Network at conferences and professional
meetings and recruits organizations to endorse, adopt, and/or adapt HOTM and other Network
programs. The position requires handling complex tasks simultaneously, outstanding project
management and organization abilities, excellent written and oral communication skills, and
highly effective interpersonal communication skills. Specifically, the HEIV performs the
following duties:

30% Responsible for strategic, programmatic, and administrative planning, implementation,
oversight, and evaluation for the HOTM program. Ensures that HOTM meets the needs of
local projects and partners to the extent possible, thereby minimizing the need for local
development and adaptation. Determines impact of any changes to funding guidance and
provides leadership in applying appropriate changes to the program. Develops annual
plans and reports to funders, develops and monitors budgets, monitors and assumes
responsibility for meeting objectives, and oversees the work of subcontractors and
consultants. Collaborates with the Research and Evaluation Unit to ensure appropriate
formative, process, and impact evaluation of Harvest of the Month is carried out and
applied to future program direction.

25% Develops, tests, revises, disseminates, and evaluates a variety of nutrition and physical
activity educational materials and training materials for use at the state, regional, and
local levels. Maintains extensive knowledge of the nutritional benefits of fruits and
vegetables, as well as a background on current dietary recommendations and nutrition
guidance and strategic plans from federal, state, and professional groups. Researches and
applies public health and health education theory and practice and its application to the
Unit’s campaigns and programs.
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20%

10%

10%

5%

Develops, maintains, and expands internal and external partnerships with public and
private organizations that implement nutrition, physical activity integration, and obesity
prevention education. Collaborates closely with other Network programs, particularly the
Community Development Units, Children’s Power Play! Campaign, and other groups
conducting nutrition-education for children. In coordination with the Retail Program,
develops and maintains partnerships with public and private entities, including produce
industry representatives such as commaodity boards, produce growers and distributers, and
food retailers. Successfully maintains relationships with key stakeholders and stakeholder
groups and represents the Network on advisory and working groups. Recruits
organizations to endorse, adopt, and/or adapt Harvest of the Month and other Network
programs and assists in the expansion of the program into new channels. Participates as a
member of the Children and Youth Coordinating Committee. Represents the Network at
conferences and professional meetings.

Develops and disseminates technical assistance tools and plans and implements trainings
for Network contractors and partners. Collaborates with the Network’s Community
Development Units to strengthen the effectivness of local projects” HOTM activities,
including activities intended to improve children’s fruit and vegetable-related knowledge,
attitudes, and behaviors; connections with the school cafeteria; parent education and
involvement; community involvement; and activities intended to create school
environments that support fruit and vegetable consumption. Ensures the maintenance of
the Harvest of the Month web pages to provide access to the Harvest of the Month
materials to a wide variety of organizations.

Participates as a member of the Network’s Nutrition Standards and Guidelines Team.
Provides nutrition-related technical expertise to other members of the FVPA Unit and to
other Network programs. Conducts nutrition analysis of foods and recipes.

Performs other duties as required.
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DUTY STATEMENT
Health Educator 1V, Physical Activity Integration Program —
Fruit, Vegetable, and Physical Activity Campaigns (E. Abercrombie)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general supervision of the Program Administrator 111, Fruit, Vegetable, and Physical
Activity Campaigns Unit, Network for a Healthy California (Network), the Health Educator 1V
(HEIV) provides leadership for the successful integration of physical activity strategies, tactics,
messages, and activities into the Network. The HEIV is responsible for the strategic,
programmatic, and administrative planning and oversight for the Physical Activity Integration
Program. The HEIV provides physical activity expertise to the Network’s state-level staff in
order to integrate accurate and audience-appropriate physical activity components into its social
marketing campaigns, advertising, nutrition education materials, and activities within the
parameters of USDA’s Supplemental Nutrition Assistance Program Education (SNAP-Ed)
guidance. The HEIV provides leadership for the physical activity-related Scope of Work
activities of 11 Regional Network for a Healthy California contractors, including development
and oversight of programmatic requirements, program-related technical assistance and training to
contract staff, and evaluation of contract activities. The HEIV develops, maintains, and expands
internal and external partnerships with public and private organizations and represents the
Network on advisory and working groups. The HEIV maintains extensive knowledge of
biomechanics and proper form for all physical activity demonstrations and safety tips when
engaging in any form of physical activity, as well as a background on current physical activity
recommendations, guidance, and strategic plans from federal, state, and professional groups.
Specifically, the HEIV performs the following duties:

25% Responsible for strategic, programmatic, and administrative planning, implementation,
oversight, and evaluation for the Physical Activity Integration Program. Develops annual
plans and reports to funders, develops and monitors budgets, monitors and assumes
responsibility for meeting objectives, and oversees the work of subcontractors and
consultants. Supervises Physical Activity Integration Program staff.

30% Provides leadership for the physical activity-related Scope of Work activities of 11
Regional Network for a Healthy California contractors, including development and
oversight of programmatic requirements, program-related technical assistance and
training to contract staff, and evaluation of contract activities. Develops technical
assistance tools and plans and implements trainings for Regional Network Physical
Activity Specialists to ensure successful execution of their contract requirements and
knowledge and skills related to integrating physical activity into nutrition education
activities. Provides physical activity-related technical expertise to Physical Activity
Specialists. Critically analyzes regional activities to identify areas of success and needed
areas of improvement and develops and implements strategies to share successes and
address needed improvements. Collaborates with other Network staff members who
oversee Regional Network contracts, including targeted fruit, vegetable, and physical
activity campaigns, regional operations staff, and contract managers.
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20%

20%

5%

Provides physical activity expertise to the Network’s state-level staff in order to integrate
accurate and audience-appropriate physical activity components into its social marketing
campaigns, advertising, nutrition education materials, and activities within the parameters
of SNAP-Ed guidance. Develops, tests, revises, disseminates, and evaluates a variety of
nutrition-integrated physical activity educational materials and training materials for use
at the state, regional, and local levels. Maintains extensive knowledge of biomechanics
and proper form for all physical activity demonstrations and safety tips when engaging in
any form of physical activity, as well as a background on current physical activity
recommendations, guidance, and strategic plans from federal, state, and professional
groups. Researches and applies public health and health education theory and practice
and its application to the Physical Activity Integration Program. Obtains and maintains
the Physical Activity Specialist in Public Health certification offered through the
National Society for Physical Activity Practitioners in Public Health and American
College of Sports Medicine.

Develops, maintains, and expands internal and external partnerships with public and
private organizations that implement nutrition, physical activity integration, and obesity
prevention education. Successfully maintains relationships with key stakeholders and
stakeholder groups and represents the Network on advisory and working groups. Recruits
organizations to endorse, adopt, and/or adapt the Physical Activity Integration program‘s
interventions and assist in the expansion of the program into new channels. Represents
the Network’s Physical Activity Integration program at conferences and professional
meetings.

Performs other duties as required.
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DUTY STATEMENT

Information Specialist 11 (Desktop Publisher) — Communications Program (l. Rylett)

Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision of the Marketing Manager Il, Network for a Healthy
California (Network), the Information Specialist 11 /Desktop Publisher is responsible for
desktop publishing. Specifically, the incumbent performs the following duties:

65%

20%

10%

5%

Produces, maintains, and updates a wide variety of publications and graphics
using electronic text editing and desktop publishing resources; including
technical reports, newsletters, brochures, slides, directories, charts, and
cookbooks. Prepares publication files and graphics to be sent to printers and
other designers.

Maintains photography and design files. Updates the Network catalog of
photography, including creating thumbnails, updating the online photo catalog,
and organizing CDs with photography. Maintains and organizes design files
created within the Network and by outside designers.

Provides technical assistance with graphics, file formats, CD/DVD creation, Web
site coding and maintenance, and other issues that come up relating to design.

Performs other duties as required.
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DUTY STATEMENT
Marketing Manager | (African American Campaign) — Fruit, Vegetable, and Physical
Activity Campaigns (A. Jones)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Program Administrator 111, Fruit, Vegetable, and Physical
Activity Campaigns Unit, Network for a Healthy California (Network), the Marketing Manager |
(MMI) oversees the design, implementation, and evaluation of the statewide Network for a
Healthy California--African American Campaign (Campaign) aimed at increasing fruit and
vegetable consumption and physical activity levels among African American families eligible for
Supplemental Nutrition Assistance Program Education (SNAP-Ed). The MMI assumes primary
responsibility for management and leadership of the Campaign including strategic planning,
community interventions, partnership development, materials and resource development, and
evaluation. Specifically, the MMI performs the following duties:

25% Manages the strategic development, planning, budgets, and day-to-day operations of the
African American Campaign. Collaborates with the targeted Campaigns/Programs and
other Network for a Healthy California projects to strengthen African American
Campaign efforts statewide. Provides staff supervision for two African American
Campaign staff.

25% Manages and provides oversight for African American Campaign scope of work activities
for multiple Regional Networks and Faith Projects. Conducts site visits, completes
reports, and provides technical support /training to the African American Campaign
Regional Network and Faith Project staff.

15% Develops and maintains partnerships with public and private organizations. Provides
culturally competent assessments and input on strategies and materials that are developed
by other units within the Network. Leads the Network African American Advisory
Council.

15% Oversees and participates in the development, testing, and production of materials
targeted to SNAP-Ed-eligible African American families and appropriate partners and
stakeholders.

10% Coordinates research and evaluation of interventions in existing and new channels for the
Campaign. Collaborates with the Network Research and Evaluation Unit to develop and
implement process evaluation methods, small-scale impact evaluation activities,
formative research for new approaches and channels, and large-scale impact evaluation of
the Campaign.

5%  Writes annual plans, reports, requests for proposals, invitations to bid, and other
professional documents. Attends conferences and professional meetings that serve the
interests of low-income African American families.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Manager | (Latino Campaign) — Fruit, Vegetable, and Physical Activity
Campaigns (I. Romero)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the direction of the Program Administrator 111, Fruit, Vegetable, and Physical Activity
Campaigns Unit, the Marketing Manager | (MMI) manages the design, implementation, and
evaluation of a statewide social marketing campaign aimed at improving the health of low-
income Latino families eligible for nutrition education in the Supplemental Nutrition Assistance
Program (SNAP) (formerly Food Stamps) through increased access to and consumption of fruits
and vegetables, and increased physical activity, to prevent diet-related diseases, including
obesity. The MMI oversees all aspects of the English- and Spanish-language Network for a
Healthy California—Latino Campaign (Latino Campaign), develops and maintains strong
working partnerships with key Latino organizations, manages all Latino Campaign projects, and
collaborates with other Units within the Network and the California Department of Public Health
(CDPH). Specifically, the MMI performs the following duties:

30% Leads the strategic development, statewide and regional implementation, maintenance,
and budget of the annual state plan for the Latino Campaign, adhering to administrative
practices and requirements of the Public Health Institute and CDPH. Participates in the
development, testing, and production of English- and Spanish-language materials
targeted to Latino adults, their families, and stakeholders. Participates in the planning and
implementation of English- and Spanish-language media and public relations activities
targeting Latinos; assists with the final review of English-to-Spanish translated resource
materials.

25% Manages and provides oversight for Latino Campaign scopes of work for nine Regional
Networks. Manages the development and implementation of process and impact
evaluations. Develops and maintains systems for tracking statewide and regional Latino
Campaign interventions and activities. Supervises other staff in the Latino Campaign.

20% Establishes and maintains strong, substantive partnerships with public, nonprofit, and
private organizations serving Latinos to extend the work of the Network, both financially
and programmatically, and to promote environmental changes that make it easier for low-
income Latino families to choose fruits, vegetables, and physical activity. Serves as
principal liaison between the Network and key Latino leadership organizations; facilitates
communication among Latino organizations across the Network; establishes and
coordinates binational communications within CDPH, PHI and CDSS, as appropriate.
With other Network staff, acts as a Network representative on key SNAP projects with the
U.S. Department of Agriculture.

10% Coordinates efforts within all units of the Network for a Healthy California to strengthen
the Latino Campaign’s efforts statewide. Manages selected Unit and cross-Unit projects,
such as the development of informational, educational and organizational materials
describing the Network’s work with Latino audiences, the development and testing of
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Latino-specific branding and messaging strategies, coordination with external nutrition
education programs serving the Latino population, and development and monitoring of
the Unit’s partnership plan with Latino leadership organizations and media. Provides
Latino cultural expertise among Units in the Network.

5%  Communicates regularly with senior management regarding Latino leadership activities.
Prepares and/or co-authors a wide variety of written and oral communications, including
contracts, administrative and research reports, grants, professional presentations, and
articles for publication. Prepares annual state plan, progress reports and a variety of other
issue briefs, fact sheets, speaking points, and oral presentations for the Latino Campaign.

5%  Assists with the development and implementation of a strategic integration plan for
CalFresh Outreach and Nutrition Education with a focus on the Latino population and
coordination with the Latino Campaign.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Manager | (Children’s Power Play! Campaign) — Fruit, Vegetable, and Physical
Activity Campaigns (B. Sun)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Program Administrator 111, Fruit, Vegetable, and Physical
Activity Campaigns Unit, Network for a Healthy California (Network), the Marketing Manager |
(MMI) manages the design, implementation, and evaluation of a statewide campaign aimed at
improving the health of low-income children through increased consumption of fruits and
vegetables and improved levels of physical activity. The MMI oversees all aspects of the
Children’s Power Play! Campaign (Campaign), which currently targets 9- to 11-year-old
children from families eligible for Supplemental Nutrition Assistance Program Education
(SNAP-Ed). Responsibilities include oversight of all Campaign-related activities of the regional
contractors, strategy development and planning, development and updating of Campaign
educational and promotional materials, participation in the planning and implementation of
media and public relations activities, development and implementation of evaluation strategies,
management of the Campaign’s budget, preparation of reports to funders, and development and
maintenance of partnerships with public and private organizations. The Marketing Manager |
supervises the Children’s Power Play! Campaign staff. Specifically, the Marketing Manager |
performs the following duties:

30% Provides leadership related to the regional contractors to ensure successful
accomplishment of Children’s Power Play! Campaign objectives and completion of
related scope of work activities. Collaborates with other Campaign staff to identify
regional Campaigns’ strengths and weaknesses, identify areas requiring technical
assistance and training, and determine future modifications to scope of work activities.
Also collaborates with other Network staff (i.e., other targeted campaigns and programs,
Training and Regional Operations Unit, and Special Projects and Regional Infrastructure
Unit) providing oversight to Regional Network contractors. When required, contributes to
the development of the Request for Applications for regional contractors, evaluation of
applications, and contract negotiations.

15% Develops and implements Campaign strategy and prepares annual plans and budgets.
Provides day-to-day management of Campaign activities and supervises staff. Prepares
and/or co-authors a wide variety of written and oral communications, including progress
reports to funders, administrative and research reports, professional presentations, and
articles for publication.

15% Oversees planning and implementation of state-level Campaign activities, including
working with the Communications Unit to coordinate the development and placement of
advertisements and public service announcements, as funds allow, and to plan and
conduct public relations activities targeting children. Ensures continued improvements to
the efficiency and effectiveness of existing Campaign components and manages the
development, implementation, and evaluation of select new children’s initiatives and
approaches.
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15%

10%

10%

5%

Manages the development and updating of Campaign materials, including graphic
elements, Idea & Resource Kits, the Kids...Get Cookin’! cookbook, brochures, posters,
collateral materials, and new materials, as needed. Assesses materials needs to eliminate
duplication of effort and ensures that materials reflect up-to-date recommendations.

Manages the development and implementation of Campaign evaluation activities,
including formative research for new Campaign interventions, process evaluation
activities at the state and regional levels, small-scale impact evaluation activities for new
Campaign components, and special research projects to advance Campaign objectives.

Develops and maintains internal and external partnerships within the Network and the
California Department of Public Health and with other public and private organizations.
Manages special partner projects focused on enhancing activities targeted to low-income
children and their families. Facilitates the Network’s Children and Youth Coordinating
Committee to enhance internal coordination and collaboration.

Performs other duties as required.
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DUTY STATEMENT
Marketing Manager | (Public Relations) — Communications Program (R. Larson)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision of the PHI Program Director 11, and general guidance from the
Health Program Specialist 11 (HPSII), manager of the Communications Program
(Communications Team) of the California Department of Public Health (CDPH), Network for a
Healthy California (Network), the Marketing Manager | (MMI) provides direction and support in
facilitating the public relations and media efforts for the Network for a Healthy California and
Fruit, Vegetable, and Physical Activity Campaigns, which promote healthy eating and physical
activity among SNAP-Ed eligible families. As part of the Network’s Communications Team, the
MMI is responsible for reviewing and editing state and local press releases, media materials, and
talking points; and working with the public relations contractor and key campaign and program
staff to plan and implement state and local media events. The MMI coordinates planning
meetings, provides input on media training materials, message points, and logistics for webinar
trainings and media spokespeople trainings. The MMI, in coordination with the HPSII and
Health Program Specialist 1, communicates with the California Department of Public Health’s
Office of Public Affairs staff with media inquiries related to the Network program activities. The
MMI is responsible for assisting the HPSII with monitoring the public relations contractor’s
deliverables; and providing technical assistance to the Network’s Local Incentive Awardees and
Regional Network campaign and program staff on public relations and media-related materials
and activities. Specifically, the MMI performs the following duties:

30% Provides direction and support for the Network’s media events, press conferences,
promotion outreach, media relations, and all public relations activities that promote
Network messages, programs and services. This requires assisting the HPSII in
coordinating with, providing direction for, and receiving input from contractors, Network
management and key staff, CDPH’s Office of Public Affairs, other state agencies, other
partner programs and agencies, and appropriate target groups and audiences.

30% Establishes and maintains productive, collaborative relationships with Network staff,
Network Regions, and the public relations contractor to provide guidance on planning and
executing regional- and state-level public relations events and promotions, including
Public Health Week, Fruit and Veggie Fest, Juneteenth, Latino Health Awareness Month,
and others. This may include coordination with other CDPH programs, and external
public and private organizations to garner input and feedback on media and training
materials related to regional public relations activities.

20% Coordinates and oversees media spokesperson contacts and media training efforts to
ensure consistency of program messages and delivery. Assures scientific accuracy and
determines the suitability of material in terms of messages, literacy, culture and language;
defines the needs of the target audience; designs communication resources and materials;
may conduct field and focus group testing of materials; and assures that evaluation plans
for these activities are implemented.
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10% Assists the HPSII with monitoring the public relations contractors’ deliverables and
scope of work. In addition, assists with planning and providing input for the Advertising
and Public Relations Request for Application process.

5%  Maintains current knowledge and information about public relations and media strategies;
contributes this knowledge and information to strategic and operational plans,
presentations and reports.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Manager I, Retail Program —
Fruit, Vegetable, and Physical Activity Campaigns (R. Oliva)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general supervision of the Fruit, Vegetable, and Physical Activity Campaigns and
Programs Unit Manager, the Retail Program Marketing Manager | (MMI) directs the planning,
implementation, evaluation, and fiscal management of the Network for a Healthy California—
Retail Program, a statewide social marketing campaign aimed at increasing fruit and vegetable
consumption among low-income families (families eligible for Supplemental Nutrition
Assistance Program Education or SNAP-Ed) through partnerships with the retail food industry.
The Retail Program manager also liaises with produce industry stakeholders on behalf of the
Network for a Healthy California (Network) and works with the FVPA Unit manager to ensure
coordination with the National Fruit and Vegetable Program, including the Fruits & Veggies—
More Matters™ brand. Specifically, the MMI performs the following duties:

30% Directs the strategic planning, implementation, process and outcome evaluation, and
fiscal management of the Network for a Healthy California—Retail Program (Retail
Program). Develops and oversees implementation of annual plans for Retail Program
interventions that target low-income consumers and community-based organizations and
partners. Supervises Retail Program staff. Works in collaboration with the Research and
Evaluation Unit to conduct formative, process, and impact evaluation of the Retail
Program.

30% Oversees the Retail Program components of the Regional Network contracts, including
development of the Scope of Work, overall direction on program implementation, and
technical assistance and training to regional staff. Coordinates with other targeted
campaigns and programs to ensure that retail activities targeting Latinos, African
Americans, and children are properly implemented at the regional level.

15% Develops, tests, and distributes electronic and print nutrition education materials and
point-of-sale signage/materials for use in supermarkets, neighborhood markets,
warehouse stores, and convenience stores that serve low-income consumers. Includes
consumer-targeted nutrition education materials and materials that assist partners in
improving availability and accessibility of fruits and vegetables in low-income
communities and in providing nutrition education to SNAP-Ed eligible consumers.

15% Identifies and develops partnerships between produce industry stakeholders (growers,
processors, distributors, retailers, agricultural commodity boards) and Network
campaigns, programs, special projects, and Local Incentive Awardees. Coordinates retail
activities with the Produce for Better Health Foundation as part of the National Fruit and
Vegetable Program and its Fruits & Veggies—More Matters'™ brand. Leverages produce
industry partnerships to integrate into the Network’s multiple campaigns and programs.
Coordinates retail interventions with industry events and media and public relations
activities.
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5%  Prepares and/or co-authors a wide variety of written and oral communications, including
administrative and research reports, grants, professional presentations, training materials,
articles for publication, and resource materials for public sector/food security partners.

5%  Performs other duties as required.
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DUTY STATEMENT
Marketing Manager I, Worksite Program — Fruit, Vegetable, and Physical Activity
Campaigns (Vacant)
Network for a Healthy California—Policy, Planning, and Partnerships Section
Public Health Institute

Under the direction of the Fruit, Vegetable, and Physical Activity Campaigns Unit manager, the
Worksite Program Marketing Manager 1 (MMI) manages the design, implementation, and
evaluation of a statewide social marketing campaign aimed at improving the health of low-wage
workers through increased consumption of fruits and vegetables and improved levels of physical
activity. The PAIIl oversees all aspects of the Network for a Healthy California—Worksite
Program (Worksite Program). Responsibilities include strategy development and planning;
management of the Worksite Program’s budget; oversight of regional program implementation
through multiple Regional Networks; development and updating of Worksite Program materials;
development and implementation of evaluation strategies; preparation of reports and annual
plans to funders; and development and maintenance of partnerships with public, private, and
nonprofit workplaces and state- and national-level organizations.

Specifically, the MMI performs the following duties:

20% Manages the strategic development, planning, statewide and regional implementation,
maintenance, day-to-day operations, and budgets for the Worksite Program. Collaborates
with the targeted campaigns/programs and other Network for a Healthy California
projects to strengthen worksite efforts statewide. Provides staff supervision for one
Worksite Program staff.

25% Manages and provides oversight for worksite-related scopes of work for multiple
Regional Networks. Conducts site visits, completes reports, and provides technical
support and training to the Worksite Program regional staff. Provides leadership related
to the regional contractors to ensure successful accomplishment of Worksite Program
objectives and completion of related scope of work activities. Collaborates with other
Worksite Program staff to identify regional strengths and weaknesses, identify areas
requiring technical assistance and training, and determine future modifications to scope
of work activities. Also collaborates with other Network staff (i.e., other targeted
campaigns and programs and Regional Operations staff) providing oversight to Regional
Network contractors. When required, contributes to the development of the Request for
Applications for regional contractors, evaluation of applications, and contract
negotiations.

15% Leads the development and testing of materials targeted to predominately low-wage
employees, business leaders, and appropriate partners and stakeholders. Collaborates with
the Network’s publications team in the design and production of materials.

15% Manages the development and implementation of formative, process, and impact

evaluation for the Worksite Program. Develops and maintains systems for tracking
statewide and regional worksite interventions.
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10% Prepares and/or co-authors a wide variety of written and oral communications, including
administrative and research reports, grants, professional presentations, and articles for
publication. Prepares progress reports and annual state plans for the Worksite Program.

10% Develops and maintains partnerships with public, nonprofit, and private sector low-wage
workplaces and relevant state- and national-level organizations to extend the impact of
the Worksite Program.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Manager I11— Web Strategist and Publications Manager (K. Garcia)
Network for a Healthy California — Program Development Section
Public Health Institute

Under supervision of the PHI Program Director Ill, and general guidance from the Health
Program Specialist Il (HPSII), the PHI Marketing Manager Il (MMII) oversees strategic
planning and implementation of the Network’s Web design and publications and materials
development; and supervises publications and web design PHI staff. Consistent with Network
goals and objectives, the MMII manages the development and production of publications and
promotional materials, strategic Web site development and design, brand management and
proliferation, and clearinghouse/fulfillment through the Network’s Online Ordering System. As
part of the Network’s Communications and Media Team, the MMII participates in the
development of Network promotions and communication plans, including campaign elements
with contract agencies, material development and distribution plans, and select media activities.
The MMII also participates as a member of the staff evaluation team and market development
team in the coordination, design, and interpretation of consumer market research and
intervention objectives. Specifically, the MMII performs the following duties:

30% Manages the development and production of all Network publications, including
overseeing content, design, scheduling, budgeting, production, and distribution. Manages
third party vendors including graphic design firms, Web developers, writers, printers,
media producers, photographers, testing labs, and clearinghouse/fulfillment centers.

30% Manages and oversees the strategic plans for the Network’s consumer and intermediary
Web sites, including development and design, needs assessment, Web branding, copy
development, budgeting, user tracking, monitoring, and usage, and compliance with
CDPH IT Web site standards.

15% Manages the clearinghouse/fulfillment center and Web-based Online Ordering System
for material distribution to Network-funded projects. Manages the compliance and testing
protocols for promotional materials (Nutrition Education Reinforcement Items- NERI) to
ensure all print and promotional materials comply with state and federal regulations.
Oversees plan for print and distribution of Network publications and promotional items.

10% Work directly with the HPSII to plan, develop, and direct the marketing efforts of the
Network to ensure brand integrity, consistency, proliferation, and promotion. Manage
ongoing brand training for Network staff and funded-projects.

10% Participates in planning, implementation, and evaluative activities of the communications
and media campaign; and the overall Network and Fruit, Vegetable, and Physical Activity
Campaigns materials in English and Spanish.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Specialist 11 — Fruit, Vegetable, and Physical Activity Campaigns (Vacant)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Program Administrator 111, Fruit, Vegetable, and Physical Activity
Campaigns Unit (FVPA Unit), Network for a Healthy California, the Marketing Specialist 11
(MSII) supports the efforts of the FVPA Unit. The FVPA Unit operates social marketing
campaigns designed to improve fruit and vegetable consumption and physical activity levels
among low-income Californians eligible for Supplemental Nutrition Assistance Program
Education. The FVPA Unit includes the Children’s Power Play! Campaign, Latino Campaign,
African American Campaign, Retail Program, Worksite Program, Harvest of the Month, and
Physical Activity Integration Program. The MSII organizes and analyzes programmatic data;
coordinates materials inventory, updating, and distribution plans; provides with project
management on selected projects; conducts and shares research on health, nutrition, physical
activity, marketing, and business issues; and performs other duties as required to contribute to
the overall success of the Unit. Specifically, the MSII performs the following duties:

30% Gathers, tabulates, and analyzes data from a variety of sources, including data provided in
over 50 separate files by 15 contractors using Microsoft Excel and Microsoft Access.
Creates tables, graphs, and summaries of data to present to Unit managers and staff.
Evaluates progress against quantitative objectives and identifies trends of regional and
local campaign and program implementation. Develops recommendations regarding data
collection methods, data points requiring further investigation, data storage, and
programmatic implications of data. Acts as the main FVPA Unit point of contact for data
requests from other Units and external entities. Ensures that appropriate data is provided
to the Network’s Research and Evaluation Unit.

20% Develops, updates, and maintains an inventory management system for FVPA Unit
materials, both hard copy and electronic. Coordinates with Unit staff and the
Communications Unit to maintain an updated listing of materials, including development,
translation, design, printing, and production needs. Obtains and shares with Unit staff
regular materials reports, including current inventory, order history, and cost recovery
system orders.

20% Develops and maintains a system for tracking completion of key Unit activities and briefs
FVPA Unit manager and other lead staff regarding status. Activities to be tracked include
completion of progress report analyses, records of contractor site visits, completion of
mandatory trainings and paperwork, and other projects as needed. Recommend methods
for improving on-time completion of activities and streamlining processes.

15% Manages select FVPA Unit projects to ensure timely and successful completion.

Coordinates with appropriate FVPA Unit and other Network staff. Oversees work of
outside vendors and contractors.
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10% Researches articles, newsletters, trade journals, papers, books, and other related resources
related to health education, health communications, social marketing, commercial
marketing, nutrition education, physical activity, business practices, and other topics
requested by FVPA Unit staff. Compiles and maintains an information resource library
and regularly summarizes and shares relevant information with staff.

5%  Performs other duties as required.
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DUTY STATEMENT
Marketing Specialist 111 — Materials/Online Ordering (Vacant)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the direction of the Marketing Manager 11 (MMII), and general guidance from the Health
Program Specialist 1l (HPSII), the Marketing Specialist 111 assists with coordination of materials
and nutrition education reinforcement items available through the Network for a Healthy
California (Network) Online Ordering System. As part of the Network’s Communications and
Media Team, the MS Il1 is responsible for maintaining and updating complex material allotment
spreadsheets; development of distribution schedule for Network partners, oversight of the
Network warehouse, including the online ordering and cost recovery systems, inventory,
distribution and customer fulfillment program, providing reports and initiating reorders as
necessary. Specifically, the MS 111 performs the following duties:

35%

30%

20%

10%

5%

Maintains and monitors online ordering and cost recovery systems, warehouse functions,
inventory, distribution, and customer fulfillment programs.

Develops and maintains complex allotment spreadsheets and reports for print and
promotional material for all Network-funded projects. Works with the MMII to generate
inventory, allotment, usage, and other related activity reports, assures adequate material
volume, and makes requests for material reorders as necessary. Circulates reports to key
staff as directed.

Monitors, responds, and tracks all communications and requests received through the
customer service email account. Develops and conducts surveys to identify areas of
improvement to ensure online ordering and cost recovery systems, allotment schedules,
and inventory distribution are meeting the needs of Network-funded projects. Identifies
the need for upgrades to the system(s).

Contributes to discussions on warehouse and customer fulfillment contracting activities,
including scopes of work, contractor selection, budgets, schedules, reporting and
performance assessments.

May serve on the Network Materials Development Workgroup, contributing to decisions
on the print and promotional materials to be produced, refined or phased out; contributes
to surveys designed to assess the need for and efficacy of print and promotional
materials, and other duties as assigned.
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DUTY STATEMENT
Marketing Specialist 111 — Public Relations (Vacant)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the PHI Program Director Ill, and supervision of the Health
Program Specialist Il, and in collaboration with the Public Relations Manager, the Marketing
Specialist 111 (MSIII) assists in facilitating the public relations and media efforts for the Network
for a Healthy California (Network) Fruit, Vegetable, and Physical Activity Campaigns, which
promote healthy eating and physical activity among SNAP-Ed eligible families. As part of the
Network’s Communications Team the MSIII is responsible for reviewing and editing state and
local press releases, media materials, and talking points; working with the public relations
contractor and key campaign and program staff to plan and implement state and local media
events. The MS Il assists in coordinating planning meetings, providing input on media training
materials, message points, and logistics for webinar trainings and media spokespeople trainings.
The MSIII participates in the day to day management of providing technical assistance to the
Network- funded projects and partners’ and Network Regions’ campaign and program staff on
public relations and media-related materials and activities. The MSIII participates in evaluation
and research planning and interpretation for annual media campaign. Specifically, the MSIII
performs the following duties:

35% Facilitates meetings with key staff Network to provide guidance on planning and
executing regional public relations events and promotions, including Public Health Week,
Fruit and Veggie Fest, Juneteenth, and Latino Health Awareness Month. Coordinates
with key staff and the public relations contractor to provide feedback and approval of
media materials and training materials related to the regional public relations activities.

30% Coordinates ongoing communication with staff, Network Regions, and public relations
contractor to coordinate the distribution of media materials to the locally-funded projects,
including media training announcements, template media materials (press release,
calendar release, and talking points). Assists in preparing Network Regions for
participation in interviews with local media outlets.

10% Assists with producing and editing public relations materials and templates and
coordinates with the Information Specialist Il to ensure documents are updated and
available to the Network Regions and locally funded projects on the Communications
Resource Library.

15% Assists with social media strategies which may include writing content for Facebook,
mobile marketing, and Champion Mom blogs; ongoing training and exposure to current
social media training opportunities; and providing presentations and coordination with
other Network staff and projects.

5%  Maintains current knowledge and information about public relations and media strategies;
contributes this knowledge and information to strategic and operational plans,
presentations and reports.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Specialist 111 (African American Campaign) — Fruit, Vegetable, and Physical
Activity Campaigns (A. Dennis)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Marketing Manager | — African American Campaign
(Campaign), within the Fruit, Vegetable and Physical Activity Campaigns Unit, under the
Network for a Healthy California (Network), the Marketing Specialist 111 (MSII1) participates in
the design, implementation, and evaluation of a statewide African American Campaign aimed at
improving the health of eligible low-income African American families through increased
consumption of fruits and vegetables and increased levels of physical activity. The MSIII works
as a member of the Campaign team to continue the successful operation and growth of the
Campaign. The MSIII assumes primary responsibility for a variety of activities within the
Campaign including, programmatic oversight to regional contractors; multi-cultural
collaborations; overseeing communications with ethnic media outlets; fostering collaborations
with African American professional organizations in the field of communications and marketing;
developing culturally appropriate nutrition education materials; and assisting the Marketing
Manager | on an as needed basis. Specifically, the Marketing Specialist Il performs the
following duties:

30% Manages African American Campaign components of selected regional contractors.
Provides technical assistance and training to regional staff to ensure successful
implementation of the Scope of Work through site visits, telephone, e-mail, and other
communication mechanisms.

20% Plays a leading role in the planning and execution of the African American Campaign
components of regional coordinator meetings and training sessions. Develops technical
assistance tools for regional use. Collaborates with other Network staff providing
oversight within designated regions. As necessary, participates in review of Regional
Network funding applications and contract negotiations.

15% Collaborates with the State media team and media and public relations contractors to
support African American Campaign initiatives and public relations activities. Works on
special media-related projects aimed at enhancing the Campaign’s exposure and
outreach. Generates partnerships with ethnic media to educate eligible low-income
African Americans on healthy eating and physical activity.

15% Assists in the development and updating of promotional materials for community
partners. Ensures that current nutrition education materials are developmentally and
culturally appropriate for eligible low-income African American adults. Coordinates
content revisions of the Campaign’s Web site. Prepares reports and presentations for the
African American Campaign on a variety of public health topics related to the eligible
low-income African American population.

FFY 2012 Plan Page 1 of 2 063011



10% Identifies and recruits partners for the African American Advisory Council. Plans and
coordinates the African American Advisory Council meetings. Develops and maintains
partnerships with public and private organizations.

5%  Writes reports, requests for proposal, invitation to bids, and other professional
documents. Attend conferences, professional meetings and California Department of
Public Health supported advisory and community meetings.

5%  Performs other duties, as required.
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DUTY STATEMENT
Marketing Specialist 111 — Advertising (L. Magana)
Network for a Healthy California — Program Development Section
Public Health Institute

Under supervision of the PHI Program Director 111, and general direction of the Health Program
Specialist 11, manager Communications and Media Team (Communications Team), Network for
a Healthy California (Network), the Marketing Specialist 111 (MSIII) provides coordination of
advertising and support to public relations for the Network for a Healthy California (Network)
and Fruit, Vegetable, and Physical Activity Campaigns, both of which promote healthy eating
and physical activity among Food Stamp eligible families. The MSIII will support the Health
Program Specialist Il and work with the Communications and Marketing Managers on strategic
market research, targeted communication efforts for state media campaign. The MSIII will work
primarily on production of advertisements, fact sheets and promotional materials, and secondary
duties will include assisting with public relations efforts related to event planning, and
production of new media/public relations materials. The MSIII represents the Network at a
variety of professional meetings, events, and steering committee meetings. Serves as an advisor
to selected Network committees. Specifically, the MSIII performs the following duties:

30% Assists with planning and production of state media campaign with emphasis on
advertising efforts. This includes assistance with implementing advertising creative
process, coordinating consumer research efforts, facilitating feedback process from key
Network staff, and coordinating with media contractor. Ensures coordination among
Network and Fruit, Vegetable, and Physical Activity Campaigns activities, and as needed,
provides support to senior staff on targeted communication efforts.

25% Coordinates distribution of advertising materials and resources to Regional Networks,
funded projects and partners. Includes providing technical assistance to ensure
consistency of messages and implementation of media campaign at the local level.

20% Coordinates planning and implementation of special projects, including Food Stamp
Office Resource Kit, Harvest of the Month, Champion Mom campaign, and other
specialized marketing strategies.

15% Coordinates Network booth display participation in state events and conferences. Includes
creating and maintaining resources supplies/hardware and materials, and facilitating staff
participation in “manning” booth activities.

10% Perform other duties, as required.
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DUTY STATEMENT
Marketing Specialist 111 (Latino Campaign) — Fruit, Vegetable, and Physical Activity
Campaigns (C. Downey)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the direction of the Marketing Manager |, Latino Campaign, within the Fruit, Vegetable
and Physical Activity Campaigns, under the Network for a Healthy California (Network), the
Marketing Specialist 111 (MSIII) participates in the design, implementation and evaluation of the
Network for a Healthy California—Latino Campaign (Latino Campaign). The Latino Campaign
is a statewide campaign aimed at improving the health of Latino adults who are eligible for
Supplemental Nutrition Assistance Program Education (SNAP-Ed) by increasing their
consumption of fruits and vegetables and levels of physical activity. The MSIII helps oversee the
implementation of the Latino Campaign by providing training and technical assistance to
assigned regional contractors; participating in the development and testing of new intervention
strategies and materials; working with public and private partners to ensure the Latino
Campaign’s nutrition education messages reach SNAP-Ed eligible Latino families; contributing
to a variety of professional documents; and representing the Latino Campaign at professional
conferences and meetings. Specifically, the MSIII performs the following duties:

30% Provides technical assistance and training to assigned Regional Networks for a Healthy
California to ensure successful implementation of Latino Campaign interventions and
adherence to USDA guidelines through site visits, telephone, e-mail, and other
communication mechanisms.

20% Participates in the planning and execution of regional coordinator meetings and training
sessions. Develops technical assistance tools for regional use. Collaborates with other
Network staff providing oversight within designated regions. As necessary, participates in
review of Regional Network funding applications and contract negotiations.

20%  Assists with the development and pilot testing of new intervention strategies that target
SNAP-Ed eligible Latino adults. Assists in the development of collateral materials,
education-based promotional items, and skill-building activities for use in the Latino
Campaign intervention channels, which include festivals, farmers’/flea markets,
supermarkets and neighborhood grocery stores, faith-based organizations, and targeted
community-based organizations. Works with Network staff overseeing state-level
materials production, inventory, and distribution.

10% Develops and maintains partnerships with public and private organizations that serve
SNAP-Ed eligible Latinos. Recruits target organizations to endorse, adopt, and/or adapt
the Latino Campaign’s interventions.

10% Contributes to the preparation of reports, requests for proposal, invitations to bids, and
other professional documents. Updates the content for the Latino Campaign portion of
the web site. Manages a database of target interventions and channels. Contributes
articles to professional and consumer publications. Assists with resource development
activities, as needed.
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5%  Represents the Campaign by presenting at and participating in conferences and
professional meetings that serve the interests of SNAP-Ed eligible Latino families.

5%  Performs other duties, as required.

FFY 2012 Plan Page 2 of 2 063011



DUTY STATEMENT
Marketing Specialist 111 (Latino) — Fruit, Vegetable, & Physical Activity Campaigns
(1. Tovar)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Marketing Manager I, Latino Campaign (Campaign), within the
Fruit, Vegetable and Physical Activity Campaigns, under the Network for a Healthy California
(Network), the Marketing Specialist I11 (MSII1) will participate in the implementation, evaluation
and continuous improvement of a statewide social marketing campaign aimed at improving the
health of children through increased consumption of fruits and vegetables and improved levels of
physical activity. The MSIII works as a member of the Network for a Healthy California—
Latino Campaign team to intensify the successful operation and growth of the Campaign, which
targets Latino adults and their families who are eligible for Supplemental Nutrition Assistance
Program Education (SNAP-Ed). The MSIII provides programmatic training and technical
assistance to regional contractors in the implementation of the Latino Campaign Scope of Work
activities; contributes to the planning and execution of Campaign evaluation activities; assists in
strengthening the Campaign; participates in the development and revision of a variety of
program materials; develops and maintains internal and external partnerships; prepares a variety
of documents, including reports and requests for proposals; manages outside vendors and
subcontractors; and represents the Campaign at conferences and professional meetings.
Specifically, the MSIII performs the following duties:

30% Provides technical assistance to regional staff to ensure successful implementation of the
Latino Campaign Scope of Work components of selected Regional Network contractors
through site visits, telephone, e-mail, and other communication mechanisms. Advises
regional contractors regarding recommended strategies and methods for recruitment and
training of organization staff, business partners, and other community partners;
implementation of community engagement and public relations activities; and data
collection and reporting. Participates in the planning and execution of regional contractor
meetings and training sessions. Develops technical assistance tools for regional use.
Collaborates with other Network staff providing oversight within designated regions.

20% Contributes to the successful planning and execution of Campaign evaluation activities,
including formative, process, and impact evaluation. Works with the Campaign manager
and Research and Evaluation Unit staff to determine evaluation needs and appropriate
methods and to conduct and report results of evaluation activities. Co-authors articles for
submission to journals and other professional publications.

15% Develops and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and
private organizations. Manages special partner projects focused on enhancing activities
targeted to low-income Latinos and their families. Represents the Campaign to the
public, including responding to program inquiries and planning and conducting
presentations and exhibits.
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10%

10%

10%

5%

Participates in materials development and updating, including content revisions and
coordination of translation for a variety of educational and promotional materials for
Latino adults, intermediaries, and opinion leaders. Ensures that consumer materials are
culturally- and linguistically-appropriate for California’s SNAP-Ed eligible Latino adults
and that intermediary and partner materials are appropriate for and appealing to the
intended audience. Coordinates with the Network’s publications team on the design and
production of Campaign materials. Contributes to the preparation of reports, requests for
proposal, invitations to bids, and other professional documents.

Identifies, recommends, and develops new strategies, approaches, and tactics to enhance
and expand the work of the Campaign. Provides leadership in the development, pilot
testing, and implementation of new social marketing approaches, such as social media
and other technology-based approaches.

Coordinates projects with outside consultants and subcontractors, including solicitation of
bids, awarding of contracts, development of contract scopes of work, and maintaining
day-to-day contact and administrative and fiscal oversight of contractor work to ensure
successful completion of contract requirements.

Other duties as required.
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DUTY STATEMENT
Marketing Specialist 111 (Children’s Power Play! Campaign) — Fruit, Vegetable, and
Physical Activity Campaigns (S. Kempster)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Marketing Manager I, Children’s Power Play! Campaign
(Campaign), within the Fruit, Vegetable and Physical Activity Campaigns, under the Network
for a Healthy California (Network), the Marketing Specialist 111 (MS I11) will participate in the
implementation, evaluation and continuous improvement of a statewide social marketing
campaign aimed at improving the health of children through increased consumption of fruits and
vegetables and improved levels of physical activity. The MSIHI works as a member of the
Network for a Healthy California—Children’s Power Play! Campaign team to intensify the
successful operation and growth of the Campaign, which currently targets 9- to 11-year-old
children who are eligible for Supplemental Nutrition Assistance Program Education (SNAP-Ed).
The MS 1l provides programmatic oversight, training, and technical assistance to regional
contractors in the implementation of the Children’s Power Play! Campaign Scope of Work
activities; contributes to the planning and execution of Campaign evaluation activities; assists in
strengthening the Campaign; participates in the development and revision of a variety of
program materials; develops and maintains internal and external partnerships; prepares a variety
of documents, including reports and requests for proposals; manages outside vendors and
subcontractors; and represents the Campaign at conferences and professional meetings.
Specifically, the MS I11 performs the following duties:

30% Manages the Children’s Power Play! Campaign components of selected regional
contractors. Provides technical assistance to regional staff to ensure successful
implementation of the Scope of Work through site visits, telephone, e-mail, and other
communication mechanisms. Advises regional contractors regarding recommended
strategies and methods for recruitment and training of teachers, youth organization staff,
child nutrition staff, business partners, and other community partners; implementation of
community-level marketing and public relations activities; youth empowerment project
execution; and data collection and reporting. Participates in the planning and execution of
regional coordinator meetings and training sessions. Develops technical assistance tools
for regional use. Collaborates with other Network staff providing oversight within
designated regions. As necessary, participates in review of Regional Network funding
applications and contract negotiations.

20% Contributes to the successful planning and execution of Campaign evaluation activities,
including formative, process, and impact evaluation. Works with the Campaign manager
and Research and Evaluation Unit staff to determine evaluation needs and appropriate
methods and to conduct and report results of evaluation activities. Co-authors articles for
submission to journals and other professional publications.

15% Develops and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and
private organizations. Manages special partner projects focused on enhancing activities
targeted to low-income children and their families. Represents the Campaign to the
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10%

10%

10%

5%

public, including responding to program inquiries and planning and conducting
presentations and exhibits.

Participates in materials development and updating, including content revisions and
coordination of translation for a variety of educational and promotional materials for
adult intermediaries, parents, and children. Ensures that consumer materials are
developmentally-, culturally-, and linguistically-appropriate for California’s SNAP-Ed
eligible 9- to -11-year-old children and that intermediary and partner materials are
appropriate for and appealing to the intended audience. Coordinates with the Network’s
publications team on the design and production of Campaign materials. Contributes to
the preparation of reports, requests for proposal, invitations to bids, and other
professional documents.

Identifies, recommends, and develops new strategies, approaches, and tactics to enhance
and expand the work of the Campaign, potentially including expansion beyond the
current 9- to 11-year-old age range. Provides leadership in the development, pilot testing,
and implementation of new social marketing approaches, such as social media and other
technology-based approaches.

Coordinates projects with outside consultants and subcontractors, including solicitation of
bids, awarding of contracts, development of contract scopes of work, and maintaining
day-to-day contact and administrative and fiscal oversight of contractor work to ensure
successful completion of contract requirements.

Other duties as required.
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DUTY STATEMENT
Marketing Specialist 111 (Children’s Power Play! Campaign) — Fruit, Vegetable, and
Physical Activity Campaigns (L. Mari)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the direction of the Marketing Manager I, Children’s Power Play! Campaign (Campaign),
within the Fruit, Vegetable and Physical Activity Campaigns, under the Network for a Healthy
California (Network), the Marketing Specialist 111 (MSIII) participates in the design,
implementation, and evaluation of a statewide social marketing campaign aimed at improving
the health of children through increased consumption of fruits and vegetables and improved
levels of physical activity. The MSIII works as a member of the Network for a Healthy
California—Children’s Power Play! Campaign team to continue the successful operation and
growth of the Campaign, which currently targets 9- to 11-year-old children from families eligible
for Supplemental Nutrition Assistance Program Education (SNAP-Ed). The MSIII provides
oversight and technical assistance to regional contractors in the implementation of the Power
Play! Campaign scope of work activities; assists in strengthening the Campaign; participates in
the development and revision of a variety of program materials; develops and maintains internal
and external partnerships; prepares a variety of documents; and represents the Campaign at
conferences and professional meetings. Specifically, the MSIII performs the following duties:

30% Manages the Children’s Power Play! Campaign components of selected regional
contractors. Provides technical assistance and training to regional staff to ensure
successful implementation of the Scope of Work through site visits, telephone, e-mail,
and other communication mechanisms.

20% Participates in the planning and execution of regional coordinator meetings and training
sessions. Develops technical assistance tools for regional use. Collaborates with other
Network staff providing oversight within designated regions. As necessary, participates in
review of Regional Network funding applications and contract negotiations.

15% Identifies, recommends, and develops new strategies, approaches, and tactics to enhance
the work of the Campaign. Provides leadership in the development, pilot testing, and
implementation of child empowerment approaches, including photo voice. Participates in
strengthening the Campaign’s parent components.

15% Participates in materials development and updating, including content revisions and
coordination of translation for a variety of program materials for adult intermediaries,
parents, and children. Contributes to the preparation of reports, requests for proposal,
invitations to bids, and other professional documents.

15% Develops and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and
private organizations. Manages special partner projects focused on enhancing activities
targeted to low-income children and their families. Represents the Campaign to the
public, including responding to program inquiries and planning and conducting
presentations and exhibits.

5%  Other duties as required.
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DUTY STATEMENT
Marketing Specialist 111 (Children’s Power Play! Campaign) — Fruit, Vegetable, and
Physical Activity Campaigns (J. Vang)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the direction of the Marketing Manager I, Children’s Power Play! Campaign (Campaign),
within the Fruit, Vegetable and Physical Activity Campaigns, under the Network for a Healthy
California (Network), the Marketing Specialist 111 (MSIII) participates in the design,
implementation, and evaluation of a statewide social marketing campaign aimed at improving
the health of low-income children through increased consumption of fruits and vegetables and
improved levels of physical activity. The MSIII works as a member of the Network for a Healthy
California—Children’s Power Play! Campaign team to continue the successful operation and
growth of the Campaign, which currently targets 9- to 11-year-old children from low-income
(SNAP-Ed-eligible) families. The MSIII provides oversight and technical assistance to regional
contractors in the implementation of the Power Play! Campaign scope of work activities. The
MSIII participates in the development and inventory management of a variety of program
materials; provides leadership for Campaign public relations and promotional activities; and
develops and maintains internal and external partnerships. Specifically, the MSIII performs the
following duties:

30% Manages the Children’s Power Play! Campaign components of selected regional
contractors. Provides technical assistance and training to regional staff to ensure
successful implementation of the Scope of Work through site visits, telephone, e-mail,
and other communication mechanisms.

20% Participates in the planning and execution of regional coordinator meetings and training
sessions. Develops technical assistance tools for regional use. Collaborates with other
Network staff providing oversight within designated regions. As necessary, participates in
review of Regional Network funding applications and contract negotiations.

20% Participates in materials development and updating, including coordination of content
revisions, translation, and layout for a variety of program materials for adult
intermediaries, parents, and children. Manages materials inventory. Works with Network
staff overseeing state-level materials production, inventory, and distribution. Contributes
to the preparation of reports, requests for proposal, invitations to bids, and other
professional documents.

15% Provides leadership for the Campaign’s public relations and promotional activities.
Coordinates with other staff to develop promotional calendar, turnkey resources, and
trainings for Regional Networks to conduct successful Power Play! Campaign
promotions. Communicates with the Communications Unit regarding all public relations
and promotional activities for the Campaign.

5%  Develops and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and
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private organizations. Participates in internal workgroups to enhance and improve the
work of the Network, including Harvest of the Month and Asian Infusion Project
workgroups. Represents the Campaign to the public, including responding to program
inquiries and planning and conducting presentations and exhibits.

5%  Performs other duties as required.
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DUTY STATEMENT
Marketing Specialist 111 (Worksite Program) — Fruit, Vegetable, and Physical Activity
Campaigns (C. Tompkins)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Marketing Manager 1, Worksite Program (Program), within the
Fruit, Vegetable and Physical Activity Campaigns, under the Network for a Healthy California
(Network), the Marketing Specialist 111 (MS I11) will participate in the research, development,
implementation, and evaluation of a statewide social marketing campaign aimed at improving
the health of low-wage workers through increased consumption of fruits and vegetables and
improved levels of physical activity. The MS 111 will work as a member of the Network for a
Healthy California--Worksite Program team to continue the successful operation and growth of
the Worksite Program. The MS 11 will provide programmatic oversight, technical assistance,
and training to seven regional Worksite Program staff; prepare a variety of written resources,
including educational, promotional, and administrative materials; investigate, review, and
analyze data to guide program improvement; develop and maintain internal and external
partnerships; and assist in the expansion and continuous improvement of the Worksite Program.
Specifically, the MS 111 will perform the following duties:

30% Provides oversight and technical assistance to regional Worksite Program staff who
recruit, train, and support participating worksites through the Regional Networks for a
Healthy California. Works to ensure successful targeting and implementation of the
Worksite Program components of the Regional Network Scope of Work through site
visits, phone, e-mail, and other communication mechanisms.

20% Produces a variety of written materials, including educational and promotional materials
for consumers and key worksite intermediaries, administrative and research reports, web
content, analyses of progress reports, guides, grant application content, and articles for
publication.

15% Plans, coordinates, and conducts trainings to build the capacity and skills of regional
Worksite Program staff, including in-person trainings, webinars, and teleconferences.
Facilitates interactive training sessions to ensure optimal learning, retention, and
application of training content.

10% Coordinates projects with outside consultants and subcontractors, including solicitation of
bids, awarding of contracts, development of contract scopes of work, and maintaining
day-to-day contact and oversight of contractor work to ensure successful completion of
contract requirements.

10% Investigates, reviews, and analyzes a variety of data sources and makes recommendations
for improvement and expansion of the Worksite Program and refined methods of
targeting qualifying low-wage worksites. May include analysis of process evaluation
data collected by Regional Networks, investigation into data sources on low-wage
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worksites, and review and analysis of census data and its application to the Worksite
Program.

10% Develops and maintains internal and external partnerships within the Network for a
Healthy California and the Department of Public Health and with other public and
private organizations. Collaborates with the Network’s other targeted campaigns and
programs, its Research and Evaluation Unit, and its Communications Unit. Assists with
coordination of collaborative activities with American Cancer Society, California Task
Force on Youth and Workplace Wellness, Produce for Better Health Foundation,
National Fruit and Vegetable Alliance, and other external partners. Fosters mutually-
beneficial partnerships with industry organizations. Represents the Worksite Program at
conferences and professional meetings.

5%  Other duties as required.
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DUTY STATEMENT
Marketing Specialist 1V, Advertising (S. Pennel)
Network for a Healthy California — Program Development Section
Public Health Institute

Under supervision of the PHI Program Director Ill, and general guidance from the Health
Program Specialist I, manager, Communications and Media Unit, the Marketing Specialist IV
(MSIV) participates in development and monitoring of the advertising initiative of the Network for a
Healthy California’s (Network) statewide social marketing campaign aimed at improving the health
of low-income Californians through increased consumption of fruits and vegetables and improved
levels of physical activity. The MSIV works as a member of the Network’s Communications and
Media Unit to continue the successful operation and growth of efforts, targeting SNAP-ED/CalFresh
eligible families. The MSIV assists with implementing the Network’s advertising campaigns;
develops and implements improved strategies and systems for successful implementation of
Network’s Advertising Campaign; participates in the development and revision of Campaign
components; prepares a variety of documents, including final reports on the outcomes of the
Network’s advertising campaigns. The MSIV coordinates efforts with the Fruit, Vegetable, and
Physical Activity Campaigns and Programs, Research and Evaluation Unit, and Regional Network
staff to ensure consistency of messaging, integration of Network brand, and coordination with
advertising and public relations strategy.

Specifically, the MSIV performs the following duties:

50%  Works on components of Network’s advertising campaign. Provides technical assistance to
State Staff on development, implementation and monitoring of Network’s advertising
campaign to ensure successful implementation. Collaborates with other Network program and
campaign staff to coordinate efforts and provide input on development and implementation of
Network’s advertising campaign. When requested, participates in the development of special
trainings related to implementation of Network’s advertising campaign.

25%  Assists Fruit, Vegetable, and Physical Activity Campaigns and Program and Regional
Operations staff with development of new tools for successful advertising campaign
implementation at the state and regional levels, which may include guidance documents,
training tools, web-based tools, strategic and operating plan templates, and state and regional
systems that improve efficiency and effectiveness. Mentors and trains other state-level
colleagues on successful methods and tools.

15%  Assists with reviewing and updating existing Network’s Advertising Campaign components
including state-level Campaign promotion plans and materials, and technology-based tools.

5%  As requested writes reports and other professional documents. As requested, provides
technical assistance on submission of professional articles to professional and consumer
publications. Assists with resource development activities.

5% Other duties as required.
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DUTY STATEMENT
Marketing Specialist IV (Publications) — Communications Program (S. Sciandri)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the Marketing Manager 1l, Publications, and general direction of the Health
Program Specialist Il, manager of the Communications Program (Communications Team) the Marketing
Specialist IV (MSIV) participates in facilitating the production of publications and promotional materials
(nutrition education reinforcement items) for the Network for a Healthy California and Fruit, Vegetable,
and Physical Activity Campaigns, which promote healthy eating and physical activity among SNAP-Ed
eligible families. As part of the Network’s Communications Team, the MSIV is responsible for project
intake, coordinating design and production, securing appropriate approvals, developing print
specifications, obtaining competitive estimates from vendors, ensuring delivery of quality materials, and
acts as the lead for Publications in the absence of the Marketing Manager Il. The MSIV assists with the
Network warehouse, inventory, distribution and customer fulfillment program, providing reports and
initiating reorders as necessary. The MSIV is responsible for day to day management functions of the
Network’s Communications Resource Library, an online resource for Network-funded partners to obtain
resources and materials related to the Network’s brand. Specifically, the MSIV performs the following
duties:

35%  Facilitates meetings with key staff to provide guidance and decide on the print and promotional
materials, which are necessary for local nutrition education and physical activity promotions.
Assists with the production of publications and promotional materials, assuring adherence to
Network graphic standards and branding strategies.

30%  Develops accurate printing specifications, solicits quotations from appropriate vendors, and
provides detailed purchasing information to Administration Team. Oversees the work of design,
print and promotions vendors, negotiating resolution of issues as necessary. Assures timely
delivery of print and promotional materials to the warehouse, ensuring the inventory system is
accurately updated.

10% Manages the Communications Resource Library by providing direction to the Information
Specialist 11 related to file and Web site updates, provides local funded projects with requested
image files, monitors analytics reports for Web site visits and usage trends, and provides technical
assistance to local projects on brand related design projects.

15%  Assists the MMIl—Publications with warehouse, inventory and customer fulfillment programs,
ensuring adequate supplies of materials for local efforts and that those materials are distributed in
a timely manner. Generates inventory reports on print and promotional materials and circulates to
key staff, assures adequate material volume, requests material reorders, and identifies the need for
upgrades to inventory system. Contributes to warehouse and customer fulfillment contracting
activities, including scopes of work, contractor selection, budgets, schedules, reporting and
performance assessments.

5% Maintains current knowledge and information about print and design industry processes and
standards and strategies; contributes this knowledge and information to strategic and operational
plans, presentations and reports.

5% Performs other duties, as required.
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DUTY STATEMENT
Marketing Specialist 1V (Retail Program) — Fruit, Vegetable, and Physical Activity
Campaigns (K. Tuttle)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Marketing Manager |, Retail Program, within the Fruit, Vegetable
and Physical Activity Campaigns, under the Network for a Healthy California (Network), the
Marketing Specialist IV (MSIV) contributes to the development, implementation, and evaluation
of a statewide social marketing campaign aimed at improving the health of low-income adults
and children through increased consumption of fruits and vegetables and improved levels of
physical activity. The MSIV works as a member of the Network for a Healthy California—Retail
Program (Retail Program) to continue the successful operation and growth of the Retail
Program, which targets supermarket, small chain, and independent store retailers and low-
income women and their families. The MSIV conceptualizes, develops, updates, and evaluates a
variety of program materials targeted to the retail industry, produce industry, and low-income
consumers. The MSIV provides technical assistance to retailers and regional contractors;
prepares a variety of documents, including reports, requests for proposals, and website updates;
represents the Retail Program at conferences and professional meetings; works with public and
private partners in coordinating special projects; recruits organizations to endorse, adopt, and/or
adapt the Retail Program interventions; and assists in the expansion of the Retail Program.
Specifically, the MSIV performs the following duties:

20% Provide technical assistance to regional contractors to ensure successful accomplishment
of Retail Program objectives and completion of related scope of work activities. Provide
technical expertise to regional staff regarding the development and maintenance of
partnerships with the retail and produce industry, including supermarkets, small chain
grocery stores, and independent corner stores. Review and analyze incoming reports and
provide technical assistance through site visits, telephone, e-mail, and other
communication mechanisms. Monitor progress of regions, critically evaluate the overall
regional implementation of the Retail Program and strategize to address areas of
improvement.

20% Provide leadership in the planning and execution of meetings and training sessions, as
well as regular monthly communication systems, for regional Retail Program staff.
Develop annual training plans, create training agendas, coordinate with outside speakers,
plan and execute training sessions, and evaluate progress toward meeting training
objectives.

15% Contribute to the development and evaluation of a wide variety of Retail Program
materials targeting retail and produce industry members and low-income consumers.
Identify needs, conceptualize new materials, develop content, obtain approvals, and
collaborate with the Communications Unit to complete design and production. Work with
the Research and Evaluation Unit to conduct formative, process, and impact/outcome
evaluation activities.
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15%

15%

10%

5%

Oversee the media and public relations components of the Retail Program, including the
annual statewide promotion entitled Fruit & Veggie Fest. Work with the media and
public relations contractors and the Communications Unit to conceptualize, plan,
coordinate, conduct, and evaluate all public relations activities, advertisements targeting
the retail and produce industry, and production of in-store media. Develop and maintain
partnerships with electronic and print media outlets serving the retail channel in
California.

Develop and maintain partnerships with public and private entities to advance the
objectives of the Retail Program and the Network. Represent the Network on workgroups
and committees, as needed, including the Channel Marketing Committee of the Produce
for Better Health Foundation. Recruit organizations to endorse, adopt, and/or adapt the
Retail Program interventions.

Write and present a wide variety of written and oral communications, including
administrative and research reports, web site updates, grants, professional presentations,
requests for proposals, invitations to bid, contracts, and articles for publication. Help to
prepare progress reports and annual state plans, as appropriate.

Other duties, as required.
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DUTY STATEMENT
Outreach Education Specialist 11 — Fruit, Vegetable, and Physical Activity Campaigns
(K. Mihos)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the direction of the Program Administrator 111, Fruit, Vegetable, and Physical Activity
Campaigns Unit, the Outreach Education Specialist 11 (OESII) participates in the planning,
design, implementation, and evaluation of statewide social marketing campaigns and programs
aimed at improving the health of low-income families, including the Children’s Power Play!
Campaign, Latino Campaign, African American Campaign, Retail Program, Worksite Program,
Harvest of the Month, and Physical Activity Integration Program. The OESII develops and
implements systems, tools, and methods for improving Unit performance; writes, reviews, and
edits a variety of professional documents and publications for consumers, intermediaries, and
partners; prepares articles for submission to journals and other professional publications;
provides programmatic oversight of research and evaluation activities of the Unit in concert with
Research and Evaluation Unit staff; participates in the planning, implementation, and evaluation
of contractor and staff training and development activities; and conducts literature reviews and
secondary research on a variety of public health and social marketing topics and analyzes their
application to the Unit. Specifically, the OESII performs the following duties:

20%  Writes, reviews, and edits a variety of professional documents and publications, including
materials for professionals, community intermediaries, and consumers. Works with other
Network staff to ensure scientific accuracy and audience-appropriate content and design
of publications. Prepares articles for submission to journals and other professional
publications in collaboration with other key Network staff. Leads the Unit’s Web team
and acts as the primary liaison with Information Technology staff regarding website
updates and improvements. Convenes regular meetings to discuss website issues and
ensures that Unit staff provide updates to the IT staff on a regular basis. Follows up with
IT staff to ensure that requested updates are made.

20% Provides programmatic oversight and/or co-leadership of research and evaluation
activities of the Unit in concert with Research and Evaluation Unit staff. May include
formative research projects, such as literature reviews, focus groups, key informant
interviews, and pilot tests; process evaluation, including tracking of data by regional
contractors; and impact evaluation, including both small- and large-scale evaluation
projects. Conducts data analysis using Microsoft Excel or similar software to assist with
assessing progress and trends of regional campaign and program implementation.

20% Develops and implements systems, tools, and methods for improving Unit performance,
including project management tools to ensure that the Unit’s deliverables are completed
on schedule. Develops tasks and timelines for completion of long-term projects, monitors
progress, and communicates with managers regarding status and required actions. Works
with the Unit manager to monitor progress toward achieving annual plan and contract
deliverables and tracks Unit budget expenditures.
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15%

10%

10%

5%

Participates in the planning, implementation, and evaluation of contractor and staff
training and development activities. Assists individual campaigns and programs with
development of training agendas and methods for in-person, teleconference, and webinar
training of regional contractors. Works with Unit manager and other key staff to plan and
conduct staff development activities to advance the skills of the Unit’s diverse
professional staff.

Participates in soliciting and evaluating bids and overseeing work of a variety of
subcontractors and consultants. Prepares and disseminates Requests for Proposals (RFP),
Requests for Applications (RFA), Invitations to Bid (ITB), and other contractual
documents, as needed. Coordinates the assembly of expert panels to review responses to
RFPs, RFAs, and ITBs. Acts as main contact and project manager for subcontractor and
consultant projects.

Conducts literature reviews and secondary research on a variety of public health and
social marketing topics and analyzes their application to the Unit. Develops a briefing
system to keep the Fruit, Vegetable, and Physical Activity Campaigns Unit updated on
the latest technologies and practices.

Performs other duties as required.
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DUTY STATEMENT
Program Administrator | — Administrative and Fiscal Services Unit (J. Chadda)
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Program Administrator 111 and the general direction of the PHI
Network Director, the Program Administrator | (PA 1) provides support for contracting
processes, technical assistance, and oversight of the scope of work for a master contract. The
position requires knowledge of contract management, PHI Network’s Master Contract, and all
applicable regulations and policies. Also requires working independently, handling complex
tasks simultaneously, strong written and oral communication skills, strong organization skills.
Duties include but are not limited to:

15% Assists with the development of competitive bidding processes, including Request for
Proposals (RFPs), Request for Applications (RFAs) and Intention to Bid (ITB). Knows
parameters defining when and how competitive bids vs. sole source justification apply,
and proactively initiates processes to ensure smooth and timely implementation of new
contracts. Participates in the review and scoring of bids and proposals received, as well
as the recommendation and/or selection of subcontractors. Provides training as necessary
to contractors/grantees on federal , state and PHI program requirements.

40% Works with Network Program and Contract Managers to develop, negotiate, implement,
and monitor subawards and consulting agreements associated with Network programs in
accordance with all applicable policies and regulations. Works directly with third-party
public and private subcontractors. Reviews subcontracts for accuracy and completeness,
including contract scopes of work, budget mathematical computations and logical
premises, appropriateness, relevance and allowability to PHI Network under the terms of
its Master Contract

20% Reviews invoices received from vendors under contract to PHI Network for
completeness, accuracy, and conformity to contract terms and all applicable policies and
regulations. Serves as first point of contact between Admin & Fiscal Services and
subcontractors/consultants; especially liaising with them on behalf of the department and
the Network generally on invoice requirements and vendor payment status and related
issues. Intervene as necessary to ensure vendors are submitting invoices promptly,
punctually and regularly.

10% Tracks and monitors process performance, providing regular or ad hoc reports and other
analyses as needed. Assists with the maintenance and communication of department
policies and procedures, and contributes ideas that improve quality and efficiency.

10% Supports PA 111 with planning, budgeting and other duties.

5%  Performs other duties as required.
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DUTY STATEMENT

Program Administrator 11 — Administrative and Fiscal Services Unit (L. O’Neill)

Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under supervision of the Program Administrator I, and the general direction of the PHI
Network Director, the Program Administrator Il (PA I1) coordinates all Human Resources
functions for PHI staff within the Network for a Healthy California, and provides support to
planning and budgeting processes as well. The position requires working independently,
handling complex tasks simultaneously, strong written and oral communication skills, and strong
organization skills. Duties include but are not limited to:

25%

25%

25%

General HR Administration. Act as primary point of contact for PHI Network employees
on all HR issues, and liaise with specialists at PHI Corporate HR on behalf of the
Network.  Responsibility covers the entire gamut of HR issues, and includes:
compensation management (initialization, merit and COLA increases), benefits
administration (open enrollment, Q&A, clarification, etc.) and payroll (e.g., maintenance
of access levels in the OTE system, etc.), leaves of absence, processing of all Personnel
Action Forms (PAF) and maintenance of complete employee master files. Proactively
ensure that PHI employees with supervisorial responsibilities are clearly aware of what is
required from a standpoint of anti-harassment, discrimination and workplace violence
especially. Ensure employees have the best possible preparation for maintaining a safe
work environment. Requires a thorough familiarity with all elements contained in the
PHI Employee Handbook, benefits programs, other employee and HR-related policies
and procedures, and California and Federal employment and workplace legal
requirements.

Employee New Hires and Separations. Proactively ensure staffing of all authorized
positions and facilitate the entire recruiting and new hire process. This includes creation
of new job postings and other advertising, provision of assistance to hiring managers in
the creation or update of duty statements, assistance with interview question creation,
candidate selection and reference checking, and participation on interview teams as
needed. Also includes completion of all required transactions in PHI’s job posting
database to close down filled or cancelled positions. Work with PHI Corporate
Recruiting to execute job offers, and intermediate communication between hiring
manager and new employee. Provide new hire with orientation, first day documentary
compliance and set up of new employee files. Ensure all applicable laws and policies are
followed throughout the recruiting and new hire process. Provide management reporting
of HR performance factors as needed. Facilitate employee separations, including
voluntary and involuntary (layoffs or termination with cause) — ensure that all policies
and regulations are understood and followed by all involved parties. Process all
paperwork to PHI Corporate HR as needed.

Employee Goals, Objectives, Development and Evaluation. Coordinate the Performance
Evaluation process, making sure that PHI Network supervisors are consistently,
punctually submitting correctly completed and scored evaluations for their direct reports,
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and monitor and communicate performance evaluation compliance to management.
Provide guidance to supervisors on annual merit increase parameters. Maintain a master
file of current duty statements for all PHI Network employees. Facilitate all levels of
disciplinary intervention as needed, including clarification and interpretation of policies.
Ensure that employees are fulfilling all PHI and Network training requirements,
eliminating redundancy where possible.

20%  Assist generally with recurring planning and budgeting exercises.

5%  Perform other ad hoc duties as required.
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DUTY STATEMENT
Program Administrator 111 — Administrative and Fiscal Services Unit (J. Grey)
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Program Director 111, within the Network for a Healthy California
(Network), the Program Administrator II1 (PA I111) provides daily administrative and fiscal
guidance in all phases of implementing the PHI master contract with the Supplemental Nutrition
Assistance Program (SNAP-Ed), including subcontracts, human resources, and programmatic
analytical and fiscal services. The PAIII evaluates and reconciles PHI’s contract budget using
best practice budgetary processes; analyzes and advises management staff on available budgetary
resources; advises staff on the fiscal requirements and protocols associated with contracts and
grants; assesses compliance with fiscal guidelines; maintains current program and budgetary
information on all contracts, grants and inter-program agreements; prepares financial reports,
budget proposals/revisions and expenditure reports; and provides staff supervision to contract
and program administrators. Other responsibilities include the onsite management of human
resources for PHI staff; oversight of office operations, materials and select databases; and
participation on relevant internal and external workgroups. Specifically the incumbent performs
the following duties:

30% Establishes, maintains, and evaluates all financial monitoring systems for tracking
contract revenue and expenses, as well as budget expenditures; provides comprehensive
financial analysis and reports. Manages all aspects of the PHI budget section of the
Network annual plan.

15% Coordinates encumbrance of funds; provides staff supervision to contract and program
administrators to ensure financial and administrative goals and objectives are completed
on time and within budget. Assists Network staff in developing Request for Proposals,
Request for Applications, Invitations to Bid and Sole-source purchases. Assists in
executing and monitoring grants and contracts, program deliverables, and resolving grant
and contract-related issues. Works with staff to ensure the timely completion, invoicing,
and reimbursement of contract deliverables.

10% Establishes, updates, documents, and oversees PHI and Network operational procedures
and policies to ensure fiscal and administrative operations meet and/or exceed
expectations. Ensures proper internal controls are documented and practiced.

15% Manages onsite human resources for PHI staff, including recruitment, interviewing and
induction support; assuring adherence to personnel policies and supporting supervisors in
the interpretation of the such policies; assuring adherence to personnel procedures such as
performance evaluations, merit salary adjustments and reporting; and maintaining
updated and confidential personnel files and records.

5%  Oversees office operations including purchasing, acquisition of equipment, space
planning, development of office procedures, and communications. Assists in the selection
and/or development and management of computer databases, and provides support in the
compilation and management of program data. Assists in developing systems to monitor
program materials, distribution of materials to local projects, and utilization of materials.
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20% Serves as a member of the Network management team, interfaces with the fiscal and
administrative teams at the PHI corporate office, and serves on a variety of internal and
external workgroups.

5%  Performs other duties as required.
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DUTY STATEMENT
Program Administrator 111 — Fruit, Vegetable, and Physical Activity Campaigns
(T. Garbolino)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the PHI Program Director 111, and general direction from the Chief,
Policy, Planning, and Evaluation Section, the Program Administrator Il functions as a member
of the Network for a Healthy California social marketing team, specializing in the planning,
development, implementation, and evaluation of community interventions that target children,
Latino adults, African American adults, and families that are eligible for Supplemental Nutrition
Assistance Program Education (SNAP-Ed). Manages a multi-disciplinary staff and multi-million
dollar budget. Directs program planning, development, implementation, evaluation, and fiscal
management of the Fruit, Vegetable, and Physical Activity (FVPA) Campaigns Unit, including
the Children’s Power Play! Campaign, Latino Campaign, African American Campaign, Retail
Program, Worksite Program, Harvest of the Month, and Physical Activity Integration. Develops,
tests, and finalizes a wide variety of age- and culturally-appropriate intervention resources.
Serves as a representative of the Network for a Healthy California campaigns and programs to
partners, professional organizations, and other intermediaries. Prepares a wide variety of written
and oral communications, including administrative and research reports, grants, professional
presentations, and journal articles for publication. Specifically, the Program Administrator 111
performs the following duties:

20% Directs overall strategic planning, operations, and development of interventions for the
Children’s Power Play! Campaign, Latino Campaign, African American Campaign,
Retail Program, Worksite Program, Harvest of the Month, and Physical Activity
Integration. Directs the development of strategic plans to reach low-income children,
Latino adults, African American adults, and families through multiple social marketing
channels, which include, but are not limited to: schools, community youth organizations,
direct health service provider organizations, foodservice operations, supermarkets and
neighborhood grocery stores, faith-based organizations, worksites, and the media.

20% Provides leadership for the campaign and program regional implementation through the
Regional Networks for a Healthy California and the African American Campaign Faith
Projects, including development of campaign and program components of the Request for
Applications; provision of training and technical assistance to ensure campaign and
program integrity; creation of tools, resources, and systems for regions and for regional
oversight; critical analysis of regional implementation; and strategizing for improvements
to the regional campaign and program implementation.

15% Provides administrative and fiscal oversight for the FVPA Campaigns Unit. Works
collaboratively with the Administration Operations Section on fiscal management;
adherence to contractual requirements; processing of required subcontracts, consultant
agreements, and purchase orders; and maintenance of records. Prepares sections of
progress reports and annual state plans for the Network for a Healthy California.
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15%

10%

10%

5%

5%

Supervises campaign and program managers and an Outreach/Education Specialist and
fosters continued professional development of all Unit staff.

Directs the development and testing of age-, culturally-, and linguistically-appropriate
educational, promotional, and marketing materials intended to improve fruit and
vegetable consumption and physical activity levels among the target audience and
increase involvement in the campaigns and programs among intermediaries and partners.
Oversees the Asian Infusion Project to incorporate Asian-targeted messaging, images,
and in-language resources into the Network’s activities.

Collaborates with the Research and Evaluation Unit and other Network staff to ensure
scientific integrity and evaluation of campaign and program elements. Develops and
maintains effective process data collection and analysis methods that meet the needs of
funders and also provide useful programmatic feedback.

Develops and maintains internal and external partnerships within the Network for a
Healthy California and the California Department of Public Health and with other public
and private organizations. Liaises with the National Fruit and Vegetable Program,
including acting as the designated Fruit and Vegetable Nutrition Coordinator for
California, participating in meetings and workgroups, and providing leadership for
California’s co-branding and partnership with the Fruits & Veggies—More Matters™
brand. Ensures that the FVPA Campaigns Unit connects with other major national
nutrition and physical activity initiatives, such as the Let’s Move initiative, Alliance for a
Healthier Generation, and others. Manages special partner projects focused on enhancing
activities targeted to low-income children and adults. Participates in internal workgroups
to improve the overall work of the Network and enhance connections between the FVPA
Campaigns Unit and other Units within the Network.

Prepares a wide variety of written and oral communications, including administrative and
research reports, grants, professional presentations, and journal articles for publication.
Represents the Network campaigns and programs to the public and partners, including
planning and conducting professional presentations and participating in state- and
national-level professional meetings and conferences.

Performs other duties, as required.
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DUTY STATEMENT
Program Director | (50% time) — Policy, Partnerships and Planning Unit (C. Brown)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Development Specialist 11 of the Network for a Healthy
California (Network), the Program Director | (PDI) develops, guides, and informs school and
community programs to increase fruit and vegetable consumption and physical activity, with a
focus on low-income communities, children and families. Within the parameters of USDA’s
Supplemental Nutrition Assistance Program Education (SNAP-Ed), the PDI identifies and
mobilizes leadership through state and local education, social service, agriculture and child care
agencies, departments, boards and councils, and provides oversight and guidance to assigned
Network projects and contracts. The PDI serves on leadership councils and committees; provides
oversight, guidance, and technical assistance to Network leadership projects; and shares
representation at various nutrition education- and physical activity-related committees, meetings,
councils and conferences. The PDI coordinates and collaborates with nutrition and health-
focused organizations in order to integrate nutrition education into state and local efforts.
Specifically, the PDI performs the following duties:

45% Provide leadership and serve as a resource on SNAP-Ed nutrition education programs.
Provide contract management including oversight and technical assistance for Network
Leadership and Special Projects; Network partnership development; and State Nutrition
Action Plan communication and coordination.

30% Elevate Food Stamp promotion, nutrition education and physical activity promotion in
child care and education settings. Act as a resource to the management team on food
assistance programs and projects, and serve as a liaison with ad-hoc groups, committees
and organizations such as the Child Care Roundtable, Head Start Collaborative, and
California Department of Social Services.

15% Serve as a member of statewide groups and committees as a resource in supporting
nutrition education, including Network Project Teams, the Early Childhood Leadership
Project, State Nutrition Action Plan, and the California Department of Public Health and
California Department of Education Child Care Work Groups.

10% Other duties as assigned.
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DUTY STATEMENT
Program Director 111 (Dr. Backman)
Network for a Healthy California — Cancer Control Branch
Public Health Institute

Directly reporting to PHI’s Chief Operation Officer (COO) and with functional reporting
responsibility to the Cancer Control Branch (CCB) Chief, the Program Director 11 (PD I11I) directs
PHI’s $100 million, multi-year master contract with the Network for a Healthy California. The PDIII
is responsible for the overall management and coordination of project activities, including oversight
of all HR-related functions, managing project budgets, coordination of work activities, and
developing and managing relationships with relevant external organizations. The PD IlI is also
responsible for the annual strategic planning for the project; daily planning and administration of the
project and is involved in additional project activities as needed. Specifically, the PD I11 will perform
the following duties:

20%  Provides Cancer Control Branch (CCB) and PHI executive leadership with strategic program
planning and execution through direction for PHI Network unit leads that facilitate annual
USDA SNAP-Ed scope of work implementation, workload and efficient completion of
contractual deliverables.

20% Directs overall programmatic and fiscal management including all procurement processes
and fiduciary obligations of the master contract, and directs the development of multiyear and
annual expenditures with stratified projects for personnel, subcontracting, operating and
general expenses.

20%  Directs PHI managers in the development and approval of the PHI components of the USDA
Annual Plan ,directs Network PHI unit leads to assure timely program implementation and
monitor progress on USDA and master contract objectives and contract deliverables.
Oversees PHI Network administrative team in human resources management protocols and
business practices

10% Provides guidance to project staff on materials management through identifying and
establishing comprehensive clearinghouse, procurement and dissemination functions; reviews
annual action plan process and subsequent ad hoc reporting.

10% Provides Cancer Control Branch Chief with quarterly reports that include summary of PHI
contracts executed to date, expenditures by overall budget line-item and by subcontracts.

10%  Provides annual reporting of PHI programmatic outcomes for inclusion in the USDA Annual
Report, supervises program staff (including oversight on development and approval of annual
performance reviews). As needed, may be required to develop, manage and monitor
Performance Improvement Plans for PHI staff and recommend appropriate disciplinary
actions, provides leadership to Network/PHI unit leads on strategic planning and methods of
increasing efficiency of program implementation, workload and intra-unit communications.

10% Oversees the development of the PHI budget of the USDA Annual Plan and other duties as
assigned.
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DUTY STATEMENT
Research Associate |1 — Research and Evaluation Unit (E. Talmage)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under direction of the Research Scientist 11, the Research Associate Il (RA I1) will assist in the
identification and production of geographic/demographic data for program planning, targeting
and tracking; complete data tables from raw data output for Network for a Healthy California
(Network) survey data [California Dietary Practices Survey (CDPS), the California Teen Eating,
Exercise and Nutrition Survey (CalTEENS), the California Children's Eating and Exercise
Practices Survey (CalCHEEPS)] and other survey data, narrate results to include in research
reports; and participate in other research and evaluation projects as required. The RA Il also
conducts literature searches, collaborates in writing technical reports and research articles for
publication by the Network. More specifically, the RA 1l performs the following duties:

60% Creates and maintains EARS Data Collection Tools; Provides EARS technical assistance
to contractors and Network staff. Participates in EARS Training; Compiles Semi-Annual
and Annual report data.

20% In coordination with survey leads, performs data entry, formatting and double checking
of data tables; Assists in gathering, double checking, and interpreting health statistics
from other sources; prepares graphs and tables. Provides technical assistance and
consultation to all Network staff across a broad range of software including the MS
Office Suite, Internet Explorer, ArcGIS, and online tools such as SurveyMonkey,
AskCHIS and American FactFinder. Develops SurveyMonkey surveys, Access
databases, and Excel spreadsheets, and Word forms to meet data collection needs of
Network units.

15% Assists with the preparation of Section grant plans and annual reports. Participates in
technical writing of research reports for publication by the Section. Conducts literature
searches on research topics; performs fact checking of materials submitted by
Communications Unit, Fruit Vegetable Physical Activity Campaigns and Programs, other
units, and regional collaboratives. Uses Access and Excel to maintain Section databases
for Free and Reduced Price School Meals and percent of individuals and households of
various racial/ethnic backgrounds and ages living at or below 130% and 185% of the
Federal Poverty Level; utilizes database to work with Program Managers on accurately
targeting their service areas and responding to queries on Network school sites. Utilizes
large demographic/socioeconomic/geographic datasets to extract summary information,
aggregate data, and import data into various spreadsheet or database formats and a
desktop Geographic Information System (GIS).

5%  Other duties as required.
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DUTY STATEMENT
Research Associate 111 — Research and Evaluation Unit (C. Kitzmann)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist Il (RS 11), Network for a Healthy California
(Network), the Research Associate Il will assist in the preparation and conduct of research
projects, including the California Dietary Practices Survey (CDPS), the California Teen Eating,
Exercise and Nutrition Survey (CalTEENS), the California Children's Eating and Exercise
Practices Survey (CalCHEEPS), the collection and processing of the Semi-Annual Activity
Report, the project Impact/Outcome Evaluation, and other research and evaluation projects as
required. Writes articles and technical fact sheets for publication by the Section, completes data
tables from raw data printouts and narrates results for inclusion in reports. Incumbent will also
participate in organizing activities and other support work as needed. Specifically, the
incumbent will perform the following duties:

30% Coordinates development, implementation, and analysis of one major surveillance survey
or specialized research project; develops and writes reports based on survey findings

25% Creates Impact/Outcome Evaluation data entry templates and performs technical
assistance; monitors contractors’ impact/outcome evaluation progress and provides
assistance with trainings for capacity building workshops in evaluation; participates in
the development and formatting of assessment instruments. Coordinates, monitors, and
tracks receipt of annual reports from contractors. Acts as primary contact for technical
assistance and other questions from contractors; responds to questions and distributes
questions to appropriate state staff.

20% Provides evaluation support to other units in the Section, including the African American
campaign and serves as research liaison to the Bay Area Region, which may include,
among others coordinating formative and outcome evaluation research projects including
contract development and monitoring, conducting, literature reviews, development of
focus group materials and structured interviews, monitoring interviews, participation in
the design and formatting of assessment instruments, planning and implementation of
assessment, data analysis, and review of and feedback for analyzed data and reports
Contributes to the development of and acts as a reviewer for RFAs and ITBs.

10% Organizes data runs and data requests, including coordination with staff, and
communication with consultants for data collection and analyses; creates, edits, enters
data, double checks, and organizes data tables for Network internal and external survey
data, Food Stamp program data, and other program-related data. Creates, proofs and edits
graphics and documents reflecting data for reports and slide presentations (PowerPoint,
Word, and Excel); provides technical assistance to REU staff in use of Excel and
PowerPoint.

10% Writes and edits reports for publication by the Section; Contributes to writing of research
reports and journal manuscripts; Prepares research abstracts, presentations, and posters
and presents at professional conferences.; Prepares fact sheets and compiled information
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on topics related to nutrition and cancer prevention, obesity, physical activity, the food
industry, and food assistance programs; Provides expert review and fact checking of
media material supporting Section activities, educational materials prepared by Fruit,
Vegetable, and Physical Activity Campaigns, and release of research reports; Assists with
the preparation of Section grant applications and progress reports.

5%  Performs other tasks as assigned.
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DUTY STATEMENT
Research Associate I1/111 — Research and Evaluation Unit (Vacant)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under direction of the Research Scientist I, the Research Associate 11/111 (RA 11/111) will assist
in the development and conduct of evaluation projects including telephone and mail surveys;
complete data tables from raw data output for Network for a Healthy California (Network)
survey data [California Dietary Practices Survey (CDPS), the California Teen Eating, Exercise
and Nutrition Survey (CalTEENS), the California Children's Eating and Exercise Practices
Survey (CalCHEEPS)] and other survey data, extract data from a variety of demographic,
socioeconomic, and geographic sources; interpret data in text and graphic format; and participate
in other research and evaluation projects as required. The RA 1l also conducts literature searches
and collaborates in writing technical reports and research articles for publication by the Network.
More specifically, the RA 1l performs the following duties:

25%  Assists with development and conduct of evaluation projects including telephone and
mail surveys. Abstracts data from forms, surveys, reports, contracts and compiles
findings. Provides technical support for related activities as needed.

20% Constructs and coordinates the completion of data tables; creates, edits, enters data,
double checks, and organizes data tables for CPNS internal and external survey data,
Food Stamp program data, and other program-related data.

20% Extracts summary information and aggregates data from large demographic
/socioeconomic/geographic datasets such as U.S. Census and the California Dept. of
Education summary data. Compiles data from sources such as the American Community
Survey, Vital Statistics, the California Health Interview Survey, and other local, state,
regional, and national sources. Creates, proofs and edits graphics and documents for
reports and slide presentations (PowerPoint, Word, and Excel); provides technical
assistance to REU staff in use of Excel and PowerPoint.

20% Reviews, proofreads, and performs fact checking of materials submitted by
Communications, Policy, and FVPA units and other internal and external stakeholders as
requested. Prepares fact sheets and compiled information on topics related to nutrition
and cancer prevention, obesity, physical activity, the food industry, and food assistance
programs.

10% Conducts literature searches, using databases such as PubMed and other Internet
resources; contributes to research reports, press release materials, and journal
manuscripts; prepares research abstracts, presentations, and posters and presents at
professional conferences.

5%  Performs other duties as required.
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DUTY STATEMENT
Research Associate 1V — Research and Evaluation Unit (A. Linares)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the direction of the Research Scientist 1, Network for a Healthy California (Network), the
Research Associate 1V (RAIV) works in coordination with other interdisciplinary research staff
in the preparation and conduct of statewide evaluation projects of Network and Fruit, Vegetable,
and Physical Activity Campaign’s SNAP-Ed nutrition education interventions, including the
California Dietary Practices Survey (CDPS), and other evaluation projects as required. RAIV
acts as project coordinator on at least one survey and at least one program evaluation project,
such as the Network for a Healthy California—Latino Campaign, in addition to serving as a
research and evaluation consultant for local contractors, Regional Networks, and other section
program evaluation. RAIV takes the lead on the preparation of scientific reports, fact sheets,
media materials, and presentation of findings as appropriate for local contractors, regional lead
staff, educators, and other professionals who work with SNAP-Ed recipients and eligible
persons; participates in review and fact-checking of program public relations materials; and
assists in the collection and tracking of programmatic data to support the Fruit, Vegetable, and
Physical Activity Campaign evaluations. The RA IV will also provide selected formative,
process, and outcome evaluation for media and communication, policy, planning/partnership,
and fruit/vegetable and physical activity campaign strategies, messaging, and special projects, as
assigned. RAIV assists with preparing Network grant applications and progress reports; serves on
internal and external Network committees as requested. Specific duties include:

30% Coordinates development, implementation, and analysis of one major surveillance survey
or specialized research project

25% Provides evaluation support for Impact/Outcome Evaluation, which includes data entry,
cleaning, aggregation, analysis, report writing, and trouble shooting.

15% Provides evaluation support for Research and Evaluation Section colleagues and for
Network Sections , including the Latino Campaign, contractors, and/or regions, which
may include participation in the design and formatting of assessment instruments,
planning and implementation of assessment, coordinating evaluation activities with staff
and/or consultants, and review of and feedback for analyzed data and reports; may
include coordinating formative communications research projects: contributing to design
of research, contract development and monitoring, development of focus group materials
and structured interviews, monitoring interviews, and review of contractor reports.

10% Writes and edits Research and Evaluation reports for publication by the Section; prepares
research abstracts, presentations, and posters and presents at professional conferences.

5%  Contributes to preparation of fact sheets and compiled information on topics related to
nutrition and cancer prevention, obesity, physical activity, the food industry, and food
assistance programs; provides expert review of media material supporting Section
activities and release of research reports and of Section administrative, drill, and policy
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work. Provides expert review of nutrition education intervention material supporting
Network activities and release of Network reports through the Nutrition Standards and
Guidelines Team.

5%  Serves as the Network co-liaison at external California surveillance survey workgroup
meetings (e.g., the Behavioral Risk Factor Survey). Tasks will include attendance at
meetings, participation in questionnaire development and data analysis plans, and
preparing summary reports and conference abstracts.

5%  Assists with the preparation of Section grant applications and progress reports; serves on
internal and external Network committees as requested.

5%  Performs other duties as required.
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DUTY STATEMENT
Research Associate 1V — Research and Evaluation Unit (A. Narodovich)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the leadership of the Manager of the Research and Evaluation Unit (Research Scientist I1),
and the Section Chief of the Network for a Healthy California (Network), the Research
Associate 1V (RA V) coordinates with other units within the Network, the California
Department of Public Health’s Information Technology Services Division (ITSD), and an
external contractor to develop a data collection system appropriate for program needs and the
United States Department of Agriculture (USDA) reporting requirements. Specifically, the RA
IV takes the lead in the collection, analysis and use of program tracking data for the USDA
Education and Administrative Reporting System (EARS) and potentially for time logs. In
conjunction with the Research Associate 11, the RA 1V develops and implements webinars and
in-person trainings for Network contractors in use of the Activity Tracking Form (ATF) and
provides technical assistance. The RA IV oversees all aspects of collecting, processing,
analyzing, and reporting social marketing data through the Semi-Annual Activity Report
(SAAR). The RAIV also provides formative, process, and outcome evaluation for the Physical
Activity Integration Program, and designated Regional Networks, Policy, Partnership, and
Planning Unit projects, Media and Communication Unit projects and special projects as
assigned. RA 1V assists with preparing Network grant applications and progress reports; serves
on internal and external Network committees as requested. Specific duties include:

30% Works with the Network’s Information Technology Improvement Group, (IT), ITSD, and
internal Network team made up of unit representatives, Operations Subcommittee
members, and other volunteer contractors to develop a data collection system appropriate
for program needs and USDA reporting requirements for the Education and
Administrative Reporting System (EARS). Participates in development of Feasibility
Study Report and Market Research of potential vendors for online EARS data collection
system. Updates Activity Tracking Form (ATF) for Network contractors, Regional
Networks and Campaign and Programs. Coordinates developing time log data collection
system with other data collection systems in collaboration with EARS Workgroup and
Program Compliance and Review Team PCRT co-lead.

30% Develops training materials. Provides technical assistance and training to Network staff
and contractors on use of the ATF.

20% Oversees process tracking evaluation for the Semi-Annual Activity Report (SAAR) and
is responsible for production of annual reports for inclusion in USDA progress reports;
works with IT to refine/develop online data collection forms. Facilitates conference calls
with contractors to review the forms and answering contractors’ questions on an
individual basis. Oversees data entry and data cleaning, problem resolution, and analysis.

10% Provides evaluation support to other units in the Section, e.g., physical activity

integration, contractors, and/or regions, which may include participation in the design and
formatting of assessment instruments, planning and implementation of assessment,
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coordinating evaluation activities with staff and/or consultants, and review of and
feedback for analyzed data and reports.

5%  Writes and edits Research and Evaluation Unit reports for publication by the Section;
prepares research abstracts, presentations, and posters and presents at professional
conferences. Contributes to annual progress reports, the annual USDA work plan, and
documentation related to obtaining and maintaining funding.

5%  Performs other duties as required
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DUTY STATEMENT
Research Associate 1V — Research and Evaluation Unit (Vacant)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

The Research Associate 1V (RA V) will work under the leadership of the PHI Manager of
Research and Evaluation (Research Scientist 1) and the Section Chief of the Network for a
Healthy California (Network). The Research Associate IV will work in coordination with other
interdisciplinary research staff in the preparation and conduct of evaluation and research
projects, including evaluation of Leadership Plan projects, Communities of Excellence in
Nutrition, Physical Activity and Obesity Prevention (CX®) and other research and evaluation
projects as required. The RA IV will provide research guidance for leadership projects to be
assigned, data management and technical support for CX3, will participate in development of
Network media and communications strategies, messaging and assigned special projects, and
will serve as the research and evaluation liaison to at least one Regional Network region. The RA
IV takes the lead on the preparation of selected scientific reports and presentation of findings, as
appropriate for lay and professional audiences. RA 1V assists with preparing Network grant
applications and progress reports; serves on internal and external Network committees as
requested. Specifically, the incumbent performs the following duties:

35% Serves as research liaison for two or more Leadership Plan projects, including the
development and formatting of assessment instruments, regular tracking of progress,
troubleshooting, report review and feedback.

25% Provides data support and technical assistance for Communities of Excellence in
Nutrition, Physical Activity and Obesity Prevention (CX®); coordinates data entry, quality
control methods, analysis and reporting of data. trains contractors and other CX?
participants in data entry as needed; Implements evaluation survey of sites conducting
survey work on resulting action in the field; provides guidance and technical assistance to
contractors for field work and implementation of CX?

15% Attends bi-weekly Communications and Media Unit meetings to identify projects that
require research and/or evaluation services; participates in media evaluation projects to
the extent that workload allows. (If incumbent has a nutrition degree) As part of
Nutrition Standards and Guidelines Team, provides expert review of dietary
recommendations and nutrition education intervention material supporting Network
activities.

10% Provides evaluation support to one or more Network regions, including participation in
the design and formatting of assessment instruments, planning and implementation of
assessment, and coordinating evaluation activities with program staff and/or regional
consultants. Reviews case study reports.

10% Collaborates in preparing selected scientific reports and presentation of findings. Assists
with the preparation of Section grant applications and progress reports

5%  Performs other duties as required.
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DUTY STATEMENT
Research Scientist | (CX®) — Research and Evaluation Unit (A. Ghirardelli)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

The Research Scientist | (RS 1) will work under the leadership of the PHI Manager of Research
and Evaluation (Research Scientist 11) and the Section Chief of the Network for a Healthy
California (Network). The Research Scientist | will work in coordination with other
interdisciplinary research staff in the preparation and conduct of research projects, including
Communities of Excellence in Nutrition, Physical Activity and Obesity Prevention (CX®) and
other research and evaluation projects as required. The RS I will act as lead researcher for CX*
and for formative and outcomes research evaluation for Network media and communications
strategies, messaging and assigned special projects, such as the Rethink Your Drink campaign.
The RS | takes the lead on the preparation of selected scientific reports and presentation of
findings, as appropriate for lay and professional audiences, and will assist in the oversight of data
collection and tracking of programmatic data to support assigned Campaign evaluations. RS |
assists with preparing Network grant applications and progress reports; serves on internal and
external Network committees as requested. Specifically, the incumbent performs the following
duties:

25%  Serves as lead researcher for Communities of Excellence in Nutrition, Physical Activity
and Obesity Prevention (CX?®) - Coordinates development of tools/methods to gather and
report data on local food and physical activity environment and program planning
surveys for CX3; coordinates instrument development; develops scoring methodology;
Interprets data and prepares reports on findings.

20% Provides training and implementation guidance for conduct of CX>. Develops and
conducts GIS trainings; co-leads trainings in conduct of field surveys including quality
control; Provides guidance for local contractors on interpretation of data and strategic
program planning.

20%  Serves as Research and Evaluation Unit liaison for formative and outcome evaluation for
media and communication strategies, messaging, and special projects, as assigned.
Provides theoretical, scientific evidence base for media messaging. Coordinates
formative research projects; contributes to design of research, contract development and
monitoring, development of focus group materials and structured interviews, and review
of contractor reports.

25% Provides evaluation support to two Network regions and to ReThink Your Drink initiative
including study and instrument design planning and implementation of evaluation
strategies; Interprets data and prepares reports on findings.

5%  Prepares scientific reports, journal manuscripts, and presentation of findings for lay and
professional audiences. Assists with the preparation of Section grant applications and
progress reports

5%  Performs other duties as required.
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DUTY STATEMENT
Research Scientist | — Research and Evaluation Unit (A. Keihner)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

The Research Scientist 1 (RS 1) will work under the leadership of the PHI Manager of Research
and Evaluation (Research Scientist 11) and the Section Chief of the Network for a Healthy
California (Network). The RSI will work in coordination with other interdisciplinary REU staff
in the design, preparation, conduct, and oversight of research and evaluation projects, including
statewide nutrition surveillance through the California Children's Healthy Eating and Exercise
Practices Survey (CalCHEEPS), California Children’s Power Play! Campaign technical
assistance and evaluation, one regional health collaborative and other research and evaluation
projects as required. The RSI oversees data compilation and leads the preparation of scientific
reports, manuscripts, and presentation of findings for these projects, as appropriate for lay and
professional audiences. Collects and tracks cognitive, behavioral, and environmental data to
support Campaign evaluations. Organizes and maintains data analyses for survey research
projects. Coordinates writing on USDA annual plan needs assessment for REU staff. Leads REU
staff statistical orientation and training. The RSI is expected to complete all work in an
independent fashion and at a level of expertise appropriate for a Master’s prepared employee,
with at least three years of increasingly complex projects and responsibilities. Specifically, the
incumbent performs the following duties:

30% Day-to-day management, organization, and planning of the California Children’s
Healthy Eating and Exercise Practices Survey (CalCHEEPS), including coordination,
human subjects approval, and quality control; communication with consultants on project
design, data collection, and data processing; data analyses and interpretation.

15% Provides formative and impact evaluation support to programs in the Section with
particularly emphasis on projects targeting children. Develops evaluation designs; plans
and implements evaluation projects; coordinates and oversees evaluation projects with
program staff and/or consultants; provides technical assistance to the California
Children’s Power Play! Campaign and Harvest of the Month formative evaluation.

15% Technical writing of topline reports, program implication summaries, and manuscripts for
publication; Prepares abstracts and presents oral and poster presentations for professional
and scientific audiences.

15% Coordinates writing for annual plan needs assessment submitted to federal funding
agency. Provides statistical orientation and training to new REU staff.

10% Leads the development and refinement of evaluation and surveillance instruments for
youth which includes testing the reliability and validity of psychosocial constructs,
examining diet and activity measurement issues, and exploring factors that predict diet,
activity, and weight.
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5%  Serves as Research Unit liaison for one Regional Network, providing evaluation support
to the North Coast Region, including participation in the design, formatting, and review
of assessment instruments, planning and implementation of assessment, and coordinating
evaluation activities with program staff and/or regional consultants.

5%  Provides technical assistance to REU staff working on the adult and teen diet and activity
surveys, California Dietary Practices Survey and California Teen Eating, Exercise, and
Nutrition Survey.

5%  Performs other duties as required.
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DUTY STATEMENT
Research Scientist | (Biostatistician) — Research and Evaluation Unit (P. Mitchell)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist Il of the Network for a Healthy California
(Network), the Research Scientist | is responsible for providing statistical support for Network
Food Stamp nutrition education evaluation projects. The Research Scientist | works as part of a
research team, and is involved in the development of statistical methodology and data analysis
plans for the Network and external surveys and evaluation projects, interpreting results, and
documenting the findings. The Research Scientist | conducts independent analyses on questions
pertaining to diet, physical activity, body weight, and food insecurity from external surveys and
works collaboratively with an experienced contract biostatistician on analysis of Network
surveys. Provides technical assistance to Network staff on data coding, statistical techniques, and
data analysis. Conducts data analysis for large-scale food stamp nutrition education evaluation
projects for the Network. Specific duties include:

35% Perform data analysis for Network surveys of adult, teen, and, particularly, child dietary
and physical activity practices, attitudes, knowledge, and beliefs with emphasis on
analyses of Food Stamp participants and eligible persons and other food insecurity related
topics.

20% Contribute to the design, statistical methodology, and data analysis plans of surveys and
program evaluation studies. Perform data analysis for Network combined impact
evaluation of local FSNE projects and for evaluation of new Food Stamp nutrition
education interventions.

20% Conduct independent evaluation analyses, including the examination of trend data, on
questions related to Network objectives and target populations using datasets from
surveys such as the BRFSS, CWHS, and CHIS. Oversees responses to requests for data
from surveillance surveys.

20% Prepares statistical sections, tables, and graphics for associated presentations and
publications for professional, staff and lay audiences. Provides technical assistance and
guidance on higher level statistical techniques and analysis to Network evaluation staff.

5%  Other duties as required
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DUTY STATEMENT
Research Scientist | — Research and Evaluation Unit (B. MkNelly)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

The Research Scientist | works under the supervision of the Research Scientist Il (Unit Lead)
and the Section Chief, to develop and coordinate evaluation project activities focused primarily
on non-profit contractors working directly with very low resource clients, e.g., farm workers,
food bank and food stamp program participants; provides expertise to the Section on the topics
of food stamp participation, food security, and food assistance programs as related to a multi-
program, multi-site statewide nutrition social marketing campaign. Responsibilities include
providing evaluation technical assistance to Network contractors and Campaign staff, analyzing
evaluation data and documenting evaluation results, both quantitatively and through qualitative
techniques, such as case studies. Duties require strong knowledge of public health, health
economics, food security/nutrition assistance issues, and social science literature; background in
social marketing and health promotion theory and practice desirable; strong qualitative and
quantitative study design and data analysis skills including data organization, management, and
application, as well as publication in peer-review journals. Specific duties include:

30% Leads planning and monitoring of formative, process, and outcome evaluation of food
banks, federally qualified health centers, competitively funded community-based non-
profit organizations and Network for a Healthy California activities focused on food
security. Provides these Network-funded partners with input into their evaluation
activities and provides technical assistance; reviews designated Scopes of Work for
nutrition education social marketing projects funded by CPNS to assess the extent and
suitability of evaluation measures proposed or already in place. Identifies validated
instruments for evaluation of Network objectives.

20% Acts as Research Unit liaison for the Network’s Retail Program, one Regional
Network/Collaborative and three leadership projects Healthy Behaviors Initiative
Afterschool Program, Peer-to-Peer and Youth Engagement.

15% Leads planning and monitoring of formative, process, and outcome evaluation of the
CalFresh Access Improvement Plan (FSAIP) contractor’s food stamp outreach activities.

10% Monitors contract of external evaluators for the local food and nutrition education
(LFNE) channel. Works closely with them to delineate activities and reviews reports.

10% Participates in collaborative planning and analysis of the California Women’s Health
Survey, ensuring that questions on Food Stamp participation, food security, and food
assistance usage are included in the annual survey and developing the analysis plan for
those questions.

10% Prepares case studies and other evaluation reports and presentations for health, education,

and human services professionals, staff, funders, and lay audiences on findings from
Network SNAP-Ed evaluation projects. Participates in preparation of Needs Assessment
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and Research and Evaluation Unit State Summary for annual Plan for funding agency and
annual report.

5%  Other duties as required
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DUTY STATEMENT
Research Scientist 11 — Research and Evaluation Unit (S. Sugerman)
Network for a Healthy California — Research and Evaluation Section
Public Health Institute

Under the supervision of the PHI Program Director 1ll, and general guidance from the Chief,
Research and Evaluation Section of the California Department of Public Health (CDPH),
Network for a Healthy California (Network), the Research Scientist 11 (RSII), Unit Manager,
Research and Evaluation, oversees a staff of 8-10 scientific professionals and will be responsible
for the planning and implementation of ongoing population surveys, special studies, and
intervention evaluations for the Network. The RS Il will take the lead in the design and
implementation of evaluation research strategies for several aspects of this complex
multi-million dollar prevention program. The RS Il will function as a research methodology
expert on a multidisciplinary team of marketing professionals, nutritionists, and partners from the
private and non-profit sectors. The RS Il will provide technical consultation on study, design,
and interpretation of epidemiologic and evaluation research, and serve as liaison to regionally
administered, direct service programs throughout the State. The RS Il will have major
responsibilities for developing a strong research component of the Network and in seeking
outside funds for special studies, such as the National Cancer Institute, the U.S. Department of
Agriculture, or the Centers for Disease Control and Prevention. Specific duties include:

30% Under supervision of Section Chief, Policy, Planning, and Evaluation, provides scientific
leadership and nutrition expertise for in-house research. In collaboration with other
members of the Research and Evaluation Unit, designs large, complex surveillance and
intervention studies and provides technical assistance in the development and conduct of
research to a wide variety of partners interested in developing and evaluating healthy
eating interventions using social marketing approaches for lower income households.
Uses both quantitative and qualitative methods to perform data manipulations and
analyses on complex data sets for a variety of audiences. Responsible for general
oversight of three Network-sponsored major biennial surveys, including the California
Dietary Practices Survey of Adults, the California Teenage Eating, Exercise, and
Nutrition Survey, and the California Dietary Practices Survey of Children. Contribute to
collaborative development of survey questions for the California Women’s Health Survey
and the California Health Interview Survey with other Agency programs serving the same
population, e.g., Project LEAN, WIC, and Dept. of Social Services.

20% Conducts administrative and personnel management activities of the Research and
Evaluation Unit; Provides guidance, mentoring, and direct unit management oversight
for eight to ten public health research professionals. Evaluates staff performance; writes
duty statements. Participates in the recruitment, selection, placement, and training of
REU staff; allocates staff and resources; determines training needs and recommends staff
development activities; interprets and enforces department policy with respect to equal
employment opportunity requirements in terms of unit hiring decisions.

20% Conceptualizes, plans, and implements formative, outcome, and impact evaluations of
programs funded by the Network. This involves the conceptualization of evaluation goals
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15%

10%

5%

and objectives, selection of appropriate evaluation designs and statistical techniques,
development and/or identification of data collection instruments, quality control
measures, and analytic methods, and interpreting and drawing conclusions related to
intervention or activity being evaluated. Prepares research components of grant
applications. Oversees IRB development as needed; Develop survey analysis plans,
Writes grant applications and collaborative professional publications. Develops and
monitors research contracts.

Prepares a variety of program and surveillance reports for use in planning, media, policy,
and evaluation by the Network and its partners, including reports to the legislature, other
state agencies, county health departments, and peer-reviewed journals. Supervises staff
in the preparation of publications, documents, and correspondence in response to requests
from various organizations, e.g., the public, health providers, and department personnel,
including structuring, editing, and revision of publications. Prepares and makes verbal
presentations to a wide variety of audiences, including public health professionals, food
industry groups, media, policy makers, and interested community groups on the findings
from Network research activities. Assists outside users in accessing Network surveys and
data.

Participates in senior management meetings, provides input on Network activities, and
assists in the implementation of Network goals and objectives. Oversee preparation of
Unit contribution to annual plan, including budget, and annual report to federal funding
agency.

Represents Network on research-related internal and state and federal external
workgroups & expert panels; Performs other duties as required.
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DUTY STATEMENT
Technical Assistance Specialist 11 (Communities of Excellence (CX?)) — Regional
Operations and Training Unit (L. Fuhrman)
Network for a Healthy California- Policy, Planning and Partnership Section
Public Health Institute

Under the general direction of the Program Director Il and with guidance from the Health
Program Specialist 1l with the Network for a Healthy California, the Technical Assistance
Specialist 1l (TASII) will participate in the effective implementation and evaluation of a
statewide social marketing campaign aimed at improving the health of low-income families
through increased consumption of fruits and vegetables and improved levels of physical activity.
The TASII will work as a member of the Communities of Excellence (CX®) Team, which uses an
evidence-informed program planning framework built on the evaluation of community-level
indicators and assets that make up a “community of excellence.” CX? includes practical,
streamlined tools and methods for assessing the neighborhood food environment that may be
modified through local change. The TASII will provide ongoing technical assistance with tools
and methods, data management, entry and analysis reports utilized by all CX® contracting health
departments to support effective implementation of program planning through community
development and linking with Campaigns through the Regional Networks. The TASII will work
with funded projects to ensure quality control practices are implemented. The TASII also will
provide guidance and assistance to the CX® sites in preparing a variety of documents, reports,
and data collection. The TASII will represent CX?> at conferences and meetings. Specifically,
the TASII will perform the following duties:

50% Provide technical assistance for all CX® sites with tools and methods for GIS and field
data collection. Assist in the development of analysis tools, input of data, and quality
control. Maintain regular computer records of technical assistance calls documenting
problems and corrective plans and implementing additional training as necessary.
Distribute and assist in the implementation of the developed process and outcome
measures gathered. Coordinate development and distribution of state-level CX?
promotional materials.

20% Provide technical assistance to CX? sites with adapting and translating data reports into
communication templates and materials. Assist sites with location and input of additional
data sources for communicating results and findings.

15% Coordinate CX? trainings, materials and presentations. Provide field training to CX? sites
on survey instruments. Represent CX® by participating in conferences and professional
meetings.

10% Assist in the development of evaluation tools, data collection, and follow-up interviews.
Provide quality control for all data gathered and shared, including the survey methods
used, collection of the education, engagement and initiatives that have occurred in the
field related to CX?, and data dissemination (i.e., partnerships, actions, interventions,
etc.); the usefulness of the tools, materials, technical assistance, and other resources;
possible skill building and professional development with experience of CX?; general
perspectives/attitudes about CX® and the process; and next steps and directions for CX3.

5%  Other duties, as required.
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DUTY STATEMENT
Technical Assistance Specialist 11 — Fruit, Vegetable, and Physical Activity Campaigns
(Vacant)
Network for a Healthy California — Policy, Planning and Partnership Section
Public Health Institute

Under the supervision of the Fruit, Vegetable, and Physical Activity Campaigns (FVPA) Unit
manager, the Technical Assistance Specialist Il (TAII) helps to ensure the successful
implementation of the seven campaigns and programs within the Network for a Healthy
California’s FVPA Unit. The campaigns and programs include the Children’s Power Play!
Campaign, Latino Campaign, African American Campaign, Retail Program, Worksite Program,
Physical Activity Integration Program, and Harvest of the Month. The TASII performs a variety
of tasks that improve the interventions conducted by Regional Networks and other Network
projects and partners that implement FVPA Unit campaign and program components. The TASII
prepares and reviews a variety of written documents; responds to phone and e-mail inquiries
from local projects and the public; assists with coordination of competitive bidding processes;
and coordinates conferences, meetings, and trainings. Specifically, the TASII performs the
following duties:

25% Prepares, reviews, and proofreads a variety of written documents, including
correspondence, contracts, reports, nutrition education materials, manuals, technical
assistance guides, and other documents. Differentiates the needs of different writing
applications, such as those for professional audiences, internal documents, and those for
low-literacy consumer audiences, and applies appropriate judgment to the editing and
proofreading process. Maintains strong working knowledge of the Chicago Manual of
Style and the California Department of Public Health’s grammar and format
requirements. Works with staff to create PowerPoint presentations and other technical
assistance and training tools. Develops and maintains project management tools.

25% Leads logistical planning and coordination of three annual in-person, multi-day trainings
of 120-150 people with general sessions and up to eight breakout sessions. Also
coordinates four to eight annual Advisory Committee meetings. Develops planning
timelines, communicates effectively with the training team, ensures adherence to
deadlines, coordinates with external contractors, works with Unit support staff to ensure
preparation and delivery of all training materials, provides on-site coordination, and
conducts training follow up activities. Provides logistical coordination for exhibits at
professional conferences, workshops, tradeshows, seminars, and meetings, which
includes leading the planning and preparation, coordinating with the Administrative team
regarding required outside contracts, and coordinating with support staff to ensure
preparation and delivery of materials. Represents the Network at exhibits and successfully
interacts with the public to provide basic information about the Network and its
campaigns and programs.

15% Responds to telephone and email inquiries from Network projects, partners, and the

public with a high degree of professionalism; maintains databases for mailing lists,
contact management, conference scheduling, materials distribution, and FVPA Unit
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15%

10%

5%

5%

projects; responds appropriately and effectively to general public inquiries received via
telephone and e-mail; and prepares correspondence, forms, and meeting materials.

Maintains general program files and resource library; maintains the in-house inventory of
FVPA Unit consumer and partner materials; works with appropriate Network staff to
facilitate the distribution of educational materials and promotional items; and maintains
the materials storage room.

Works with FVPA Unit staff to coordinate competitive bidding processes for projects
requiring outside subcontractors, consultants, and vendors. Assists with developing lists
of potential bidders, developing and distributing Invitations to Bid and Requests for
Application, receiving and logging bids and applications, coordinating the review
process, and notifying bidders of award decisions.

Prepares and distributes communications to internal Network staff, contractors, and
partners, including the monthly FVPA Unit e-mail update.

Performs other duties as required.
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