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200y Nutrition Education Plan Staffing

Section C. Staffing

Provide the following summary by Food Stamp Nutrition Education (FSNE) project for all staff in 2009 budget. Provide the percentage of time allocated for
FSNE Management/Administration (mgt) duties, direct FSNE delivery to participants, and total percentage of time spent on FSNE (management and direct
delivery summed).

Project Name: Public Health Institute
Network for a Healthy California
US Department of Agriculture (USDA) Federal Financial Participation and State Share in FFY 09 — October 1, 2008 through

September 30, 2009
1. Position Title 2. Summary | 3. FTE 4. % of Time Spent on FSNE 5. Salary
of FSNE Charged
Duties * to FSNE

% Time % Time Total % State/Other Federal Total

FSNE Direct FSNE | Time FSNE

Mgt/Admin. | Delivery * (Mgt/Admin

+ Direct)

Accounting Assistant III 2.0 100% 100% 90,335 90,335
Administrative Assistant III 6.0 100% 100% 248,078 248,078
Administrative Assistant I1I 0.0 100% 100% 0 0
Administrative Assistant III 0.0 100% 100% 0 0
Administrative Assistant III 0.0 100% 100% 0 0
Administrative Assistant IV 2.0 100% 100% 86,334 86,334
Contracts Administrator I 3.0 100% 100% 150,386 150,386
Contracts Administrator I 0.0 100% 100% 0 0
Contracts Administrator II 3.0 100% 100% 182,642 182,642
Database Administrator II 1.0 100% 100% 66,560 66,560
Development Specialist I/II 1.0 100% 100% 45,687 45,687
Development Specialist II/III 1.0 100% 100% 55,308 55,308
Evaluation Specialist II 1.0 100% 100% 75,897 75,897
Health Educator I1I 7.0 100% 100% 337,948 337,948
Health Educator I1I (translation) 1.0 100% 100% 57,200 57,200
Health Educator IV 2.25 100% 100% 124,764 124,764

FFY 2009 Plan Page 1
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Project Name: Public Health Institute
Network for a Healthy California
US Department of Agriculture (USDA) Federal Financial Participation and State Share in FFY 09 — October 1, 2008 through

September 30, 2009
1. Position Title 2. Summary | 3. FTE 4. % of Time Spent on FSNE 5. Salary
of FSNE Charged
Duties * to FSNE

% Time % Time Total % State/Other Federal Total

FSNE Direct FSNE | Time FSNE

Mgt/Admin. | Delivery * (Mgt/Admin

+ Direct)

Help Desk Specialist 1.0 100% 100% 57,930 57,930
Information Specialist II 2.0 100% 100% 90,919 90,919
Information Specialist II1 1.0 100% 100% 49,235 49,235
Marketing Manager 1 3.0 100% 100% 197,244 197,244
Marketing Manager 11 1.0 100% 100% 77,834 77,834
Marketing Manager 11 0.0 100% 100% 0 0
Marketing Specialist I1I 11.0 100% 100% 553,580 553,580
Marketing Specialist IV 1.0 100% 100% 56,554 56,554
Office Administrator 1.0 100% 100% 54,796 54,796
Outreach Education Specialist I 0.0 100% 100% 0 0
Program Administrator II 1.0 100% 100% 58,710 58,710
Program Administrator II 3.0 100% 100% 215,753 215,753
Program Administrator III 1.0 100% 100% 81,914 81,914
Program Director [ 0.5 100% 100% 39,657 39,657
Programmer Analyst I 1.0 100% 100% 55,638 55,638
Research Associate 11 2.0 100% 100% 82,267 82,267
Research Associate IV 3.0 100% 100% 170,142 170,142
Research Associate IV 0.0 100% 100% 0 0
Research Scientist I 2.5 100% 100% 174,167 174,167
Research Scientist I 0.0 100% 100% 0 0
FFY 2009 Plan Page 2
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Project Name: Public Health Institute
Network for a Healthy California
US Department of Agriculture (USDA) Federal Financial Participation and State Share in FFY 09 — October 1, 2008 through

September 30, 2009
1. Position Title 2. Summary | 3. FTE 4. % of Time Spent on FSNE 5. Salary
of FSNE Charged
Duties * to FSNE
% Time % Time Total % State/Other Federal Total
FSNE Direct FSNE | Time FSNE
Mgt/Admin. | Delivery * (Mgt/Admin
+ Direct)
Research Scientist I 1.0 100% 100% 92,698 92,698
Technical Assistance Spec III 1.0 100% 100% 51,700 51,700
Web Designer 1.0 100% 100% 62,040 62,040
Sub-Total 3,743,917
Benefits @ 35% 1,310,371
Sub-Total 5,054,288
Indirect @ 16.5% 833,957
$5,888,245

*See summary of duties for each classification group following the above document.

Note that one HE IV is 25% to Nutrition Education and 75% to Food Stamp Outreach.

FFY 2009 Plan

Page 3




DUTY STATEMENT
Network for a Healthy California — Administrative Operations Section
Accounting Assistant I11
Public Health Institute

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

50%

20%

20%

5%

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. Track credit card expenditures.

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.

Coordinate recruiting paperwork and interview process and all facets of hiring
process; conduct new employee orientation; routinely process employee
timesheets, maintain personnel files; coordinate performance evaluations, merit
salary adjustments and keep payroll journals for all fund codes. Assist with all
facets of annual Conference and 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.



DUTY STATEMENT
Accounting Assistant I1I
Network for a Healthy California — Administrative Operations Section
Public Health Institute

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

50%

30%

5%

5%

5%

5%

Coordinate with the Communications Program to maintain the online ordering of
nutrition education reinforcement items (NERI). Verify that all NERI items requested are
primarily used to educate the low-income population with the Network message. Primary
point of contact for all transactions and communications through the warehouse and
program staff. Maintain inventory web site. Maintain inventory quantities and ensure
adequate quantity levels by informing Network for a Healthy California Campaign and
program project managers when items are in need of replenishment. Run reports and
track NERI items usage to assist in determination as to what items are most effective with
the low-income population. Track warehouse functions of receiving, dissemination and
invoicing. Track orders and ensure materials arrive on time. Maintain relationship with
partners and keep track of partner’s orders. Provide periodic materials inventory and
dissemination reports to unit managers.

Process all accounts payable including receipts for FSNE supported activities through the
Network. Make travel arrangements using the most cost effective methods of travel.
Audit and post travel advances and in-state/out-of-state travel expense claims while
assuring compliance with state travel guidelines. Track travel budget. Assist program
staff with preparation of request for proposal (RFP), request for application (RFA), and
invitation to bid (ITB). Audit said RFP’s, RFA’s and ITB’s and grade to assist in decision
to choose an awardee. Execute Purchase Orders for various in house purchases including
but not limited to Network nutrition education reinforcement items. Audit and review
vendor and contractor/subcontractor invoices and agreements. 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. Track dental plan reimbursements. Edit contracts prior to
submission.

Bi-weekly processing of timesheets including tracking and verifying timesheets have
been signed by employee and manager, adding up hours and double checking math.
Make copies and submit originals to payroll for payment. Track personal holidays, sick
leave and vacation balances.

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.

Maintain personnel files. Maintain employee evaluation database. Notify managers of
their upcoming employee evaluations and ensure that they are done in a timely manner.

Perform other duties as required.



DUTY STATEMENT
Administrative Assistant III — Policy, Partnerships and Planning Unit
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision and direction of the Office Administrator, Network for a Healthy
California (Network), the AAIII provides the clerical support for the Policy, Partnerships
and Planning Unit, which includes but is not limited to typing, processing and packaging
Bill Analyses. The AAIII position is responsible for the development and maintenance of
a centralized database system using Microsoft Access. AAIII will be the lead person for
organizing and the formatting reports and other large projects.

50% The development process for the centralized database will include incorporating
and updating data from currently existing databases from all programs within the
Network. Once the system is functional, the AAIIl will maintain accurate data
and produce reports requested by other staff. All programs within the Network
will be able to utilize these reports and lists.

35% In support of the Planning Unit, will answer, screen, and direct telephone calls;
send and distribute faxes; complete periodic large mailings; conference
scheduling, prepare and proofread correspondence, forms, and meeting packets,
photocopying, create PowerPoint presentation; and take minutes during meetings,
and type and process bill analyses.

10%  Assist the Office Administrator in coordinating timelines, formatting and
packaging of the USDA Annual Plan and reports for the completion of these

reports.

05%  Other duties as required.

FFY 2008 Plan



DUTY STATEMENT
Administrative Assistant I11
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the direction of the Office Administrator, the Administrative Assistant III (AAIIT) will
assist the Office Administrator with specific assignments when requested for the Network for a
Healthy California (Network). The AAII duties will include, but are not limited to word
processing, phones, tracking personal changes, updates for cubicle locations, distribution lists,
mail, and ordering supplies. The AAIII will attend conferences and assist with all Admin duties
for multiple events. Attends training sessions and is responsible for training other support staff.
The AAIII will perform the following duties accurately and timely:

40%

30%

20%

10%

Responsible for tracking supply inventory, keeping the supply room clean and orderly,
ordering supplies via the intranet and providing necessary documentation and packaging
for state purchase orders and service orders for all Network staff. Prepare and keep filing
records for all invoices. Responsible for all shipping, tracking and maintain all working
shipping accounts, train all support staff on shipping procedures, as well as maintain
shipping supplies. Schedule service calls for all equipment when needed. Maintain and
account for all conference materials. Provide support by formatting documentation for
conferences and traveling to locations when necessary to assist with registration, packets,
name tags, and support needs. Responsible for scheduling meeting, printing request, and
documentation for in-house meetings, and special events. Keep database and prepare
multiple phone lists, cubicle maps and multiple staff lists for all Network staff.

Pick-up and distribute mail twice a day, prepare overnight mail, and keep computer data
base for all large mailings and incoming overnight mail. Re-construct Mail box shelving
and keep labeled names updated for mail slots for both 4™ and 5™ floor, and assure both
areas have adequate supplies and are kept organized and clean. Open and date stamp all
incoming mail; make sure all mail is placed in appropriate locations. Make sure all
equipment is routinely cleaned, assist with jams and replace toner for copiers, printers,
and faxes. Organize, maintain, and quality check all out of office printing jobs, also keep
on hand billing reference for such jobs. Responsible for phones, screening and directing
calls to appropriate staff. Prepare tabs, reprographic orders, and other assignments
requiring word processing for multiple tasks when requested.

Responsible for all cubicle names and maps in all areas are updated, printed and posted
when new staff are hired, when staff leave and/or staff change location. Work with
Media Unit printers in order to tracking all staff orders for business cards when needed.
Also, responsible for updating and maintaining all Network staff lists, as often as, but not
limited to twice a month. Send and distribute faxes, sort incoming faxes into appropriate
folders and distribute when needed. Assist in processing retail orders for the Fruit,
Vegetable and Physical Activity Campaign’s Retail Program.  Assist with the
organization of large and small conferences. Perform typing request, using Outlook,
word, and excel for all staff when needed.

Other duties as required. Some of these duties require lifting, moving and carrying
objects up to 40 pounds.



DUTY STATEMENT
Administrative Assistant III — Regional Operations and Training Team
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the general direction of the Office Administrator, the Administrative Assistant III (AAIII)
will assist with specific assignments for the Section. The AAIII duties will include, but are not
limited to word processing, scheduling meetings, and answering incoming phone lines. The
AAITII will attend conferences when needed and assist with all Admin duties for multiple events.
Will be lead on binder set-ups and maintenance for Reference Manual for support staff. The
AAITII will support specific staff assigned to this position and be lead for all their assignments.

50%

30%

10%

10%

This position requires the AAIIl to support separate Units: the Nutrition Education
Coordinators Unit (NECs) and Regional Operations & Training Unit. The AAIII will
also be a back up position in assisting the Fruit, Vegetable & Physical Activity
Campaigns. The support for these Units will require using multiple software programs:
Word, Excel, Outlook, Power Point, Access and have knowledge of GIFTS for data base
updates. This position requires the AAIIl to use a high level of multi tasking and
software skills for multiple assignments for multiple units.

Responsible for back up of other Units when needed for extra projects and conference
assignments. The AAIII will schedule rooms for meetings and conferences and set-up
teleconference calls for staff when needed and answer phones. Be lead on the
Administrative Assistance Reference Manual by keeping up on all updated materials and
sending out appropriate information e-mails when necessary to support staff. The AAIII
will schedule meetings when needed to update all support staff for the Administrative
Assistant Reference Binders. The AAIII will be lead in organizing Bi-monthly clerical
meetings by working directly with the Office Administrator to develop agendas and
necessary documentation. Assist all support staff when needed in putting together
packets, name tags, and documents for meetings.

Send and distribute faxes, sort incoming faxes into appropriate folders and distribute
when needed. Assist Office Administrator when needed for state documents, using

appropriate state procedures.

Other duties as required.



DUTY STATEMENT
Administrative Assistant II1 (AAIII)
Network for a Health California (Network) — Administrative Operations Section
Public Health Institute

Under the direct supervision of the Office Administrator, and receiving functional direction from
the  Administration  Operations Section (AOS) that includes three units;
1) Administration and Fiscal Services (AFS) Unit, managed by Ralph Bonitz and
2) Contract Operations (CO) Unit, managed by Kelley Maddox, 3) Special Projects and Regional
Infrastructure (SPRI) Unit, managed by Rosanne Stephenson. The AAIIIl will only support the
SPR Unit by scheduling meetings and rooms. The AAIII will also support the Chief of AOS and
Health Program Auditor IV position. The AAIII will provide a full range of administrative and
clerical support to both units and the Chief of AOS and HPA IV position. These tasks require a
high degree of organizational skill, initiative, independence, detail orientation, and
responsiveness to short timelines from more than one person at the same time; excellent skills in
communication, word processing, proof-reading and editing; aptitude in Word, Excel, Access
data entry, PowerPoint, and Outlook in addition to a thorough knowledge of and adherence to
office procedures. Specifically, the incumbent performs the following duties:

60% Provides a full-range of administrative and clerical support to AOS by performing
various duties requiring knowledge of AOS systems and procedures and includes but is
not limited to word-processing, proof-reading, and formatting reports; makes editorial
revisions and types letters, memos, forms; assists staff in preparation of presentations,
conferences and materials, and state travel arrangements. AAIII prepares tables, graphs,
and charts in Excel and Power Point for presentations, reports and other documents.

25% Coordinates and schedules AOS meetings and teleconferences as requested by staff for
all three Units. Plans and directs the logistics of conferences and meetings by helping to
develop agendas, gaining commitment from and working with presenters, coordinating
schedules and notifications, reserving the facilities and equipment, and organizing and
guiding activities at the meeting as well as taking meeting notes and distributing the notes
to the attendees.

10% Receives and screens telephone calls; uses professional telephone procedures and good
judgment and tact when handling calls and inquiries. Maintains and applies a high
degree of knowledge as to policies and procedures for Network, PHI and CDPH. Assists
in obtaining information from the intra-and internet to be used within the program.

5%  Performs other duties as assigned.



DUTY STATEMENT
Administrative Assistant III - Communications and Media Team
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the direction of the Office Administrator, the Administrative Assistant I1I (AAIII) will
support the Communication and Media Unit (CMU) within the Network for a Healthy California
(Network). The AAIII duties will include, but are not limited to word processing, answering
telephones, assisting with projects and staff in the Communication and Media Unit. The AAIII
performs back-up duties to a number of support staff who’s job duties include but are not limited
to ordering supplies, tracking inventory and ordering material using the online ordering system.
The AAIII is in-charge of scheduling and planning of events. Also schedules meetings and
teleconferences. Specifically, the AAIII will perform the following duties:

45% Phones, faxes, typing, editing, proofing, and packaging state documents, i.e. SAR’s,
GOAR’s, and CAR’s for media approval, and assisting with Bill Analysis. The AAIII is
responsible for scheduling rooms and meetings using the Microsoft Outlook software and
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

20% Responsible for setting up and working at booths for health fair’s and events at various
locations throughout California. Duties involve preparing for each event by
communicating and coordinating with the contact person in advance for appropriate
logistics. Responsible for making sure all equipment, inventory, and materials are
delivered to the location and brought back to office. Construction of the booth and other
equipment at each location and the tear down of booth after each event. Responsible for
giving Media information and materials to the public.

20% Using the Network online ordering system the AAIII assists and is back-up for staff and
the Fruit, Vegetable, and Physical Activity Campaigns who track inventory and order
material for the Network. Assist with these assignments by receiving faxes, e-mails, and
phone orders for the ordering of materials for Local Incentive Awards. Also attends
meetings every other week for online ordering updates. Lead support for sending out
Invitations to Bid (ITB) for printing materials and communicates with printers for
appropriate completion.

5%  Network Media Library — Responsible for keeping information and materials updated and
stocked with new printed items and replenish all other inventory when necessary.
Communicates with the Program Development Section Chief and Marketing Manager 11
— Communications and Media Unit Lead on-ordering necessary inventory for items
needed for meetings and conferences.

10% Performs other duties as required or necessary.



DUTY STATEMENT
Administrative Assistant III — Research and Evaluation Unit
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the direct supervision of the Office Administrator, and receiving functional direction from the
Research Scientist II, Network for a Healthy California (Network), the Administrative Assistant 111
(AAII) provides a full range of administrative and clerical support to the Research and Evaluation Unit
(REU). These tasks require a high degree of organizational skill, initiative, independence, detail
orientation, and responsiveness to short timelines from more than one person at the same time; excellent
skills in communication, word processing, proof-reading and editing; aptitude in data entry, database
management, and data table and figure creation and editing; proficiency in the use of Microsoft Office
Word, Excel, Access data entry, and PowerPoint, experience with Access table, entry form, and report
development and bibliography software desirable (i.e. Endnote); and a thorough knowledge of and
adherence to office procedures. Specifically, the incumbent performs the following duties:

25%  Provides a full-range of administrative and secretarial support to the REU which includes word-
processing, proof-reading, and formatting statistical data tables, reports, letters, memos, abstracts,
contracts, and forms; assists research staff in preparation of presentations, conference posters, and
materials for dissemination at conferences and speaking engagements; prepares tables, graphs,
and charts in Excel and Power Point for presentations and reports.

20%  Conducts complex data entry and logs the process, particularly for the Semi-Annual
Administrative Report (SAAR); initiates queries and modifies SAAR database as needed.

15%  Maintains inter- and intra-office communications. Receives and screens telephone calls; Uses
judgement, tact, and initiative in handling calls and inquiries from a variety of partners, including
members of the food industry, health professionals, the media, and other state agencies and
organizations. Maintains and applies a high degree of knowledge as to policies and procedures of
the Network, PHI, and CDPH. Assists in obtaining information from the intra- and internet and
disseminates to designated staff; coordinates and schedules regular REU meetings and other
meetings as requested by staff; arranges conference calls; orders and maintains inventory of
office supplies; provides support for the statewide dissemination of research reports to partners
and media and tracks dissemination.

15%  Makes editorial revisions and types letters, memos, a variety of reports, agendas for meetings.
Integrates contributions from multiple REU staff members into progress reports, plans, multiple
chapter research reports and other large documents. Assures that all material is correct in content
before and after typing.

10%  Maintains research reports and archived materials in the storage room for the REU; keeps the
REU publication/report order form and inventory current; orders scientific articles; updates and
creates bibliography databases for reports and publications.

5% Reviews correspondence originating within the Network REU and prepares correspondence for
signature of the appropriate staff; assures correspondence conforms to Section and departmental
secretarial-standards; independently returns such correspondence to authors for corrections or
changes if necessary; responds to internal and external requests for research reports and retrieves
background material from various sources of professional staff to use in answering inquiries,
legislative analysis, and preparation of reports.

10%  Performs other duties as required.

This position requires the completion of an in-person interview and an Access data entry proficiency test
for all potential candidates.



DUTY STATEMENT
Administrative Assistant I1I, Fruit, Vegetable, and Physical Activity Campaigns
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the direction of the Office Administrator, Network for a Healthy California (Network)),
the Administrative Assistant III (AAIII) will be the clerical point of contact for all general
information regarding the Fruit, Vegetable, and Physical Activity Campaign’s(FVPA) targeted
programs, which include the Children’s Power Play! Campaign, Latino Campaign, African
American Campaign, Retail Program, and Worksite Program. The AAIIl will answer, screen,
and direct telephone calls; prepare correspondence and presentations; maintain general program
files and resource library; and coordinate the distribution and retrieval of orders from printers
and other vendors. The AAIII also will coordinate meetings for the Fruit, Vegetable, and
Physical Activity Campaign staff and will assist with logistical arrangements for conferences,
meetings, and trainings. Specifically, the AAIII will perform the following duties:

50% Answer, screen, and direct telephone calls; send and distribute faxes; complete periodic
large mailings; maintain databases for mailing lists, contact management, conference
scheduling, materials distribution, and Fruit, Vegetable, and Physical Activity Campaign
projects; prepare correspondence, forms, and meeting packets, including word
processing, photocopying, and distribution; proofread correspondence, contracts, reports,
and other documents; work with staff to update Fruit, Vegetable, and Physical Activity
Campaign activities that are presented on Microsoft Project; create PowerPoint
presentations; and take minutes during conference calls, meetings and other professional
gatherings.

30% Coordinate the ordering of office supplies for the Fruit, Vegetable, and Physical Activity
Campaign staff, maintain general program files and resource library; maintain the in-
house inventory of Fruit, Vegetable, and Physical Activity Campaign consumer and
partner materials; work with appropriate Network staff to facilitate the distribution of
educational materials and promotional items; maintain the materials storage room; and
pick up and deliver orders to printers and other vendors, as needed.

15% Coordinate meetings and travel arrangements for staff; assist with logistical arrangements
for conferences, meetings, trainings, and special events; and schedule and set up meetings
on Microsoft Outlook

5%  Other duties as required.

FFY 2007 Plan



DUTY STATEMENT
Administrative Assistant lll - Community Development Unit
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the direct supervision of the Office Administrator, and receiving functional
direction from the Community Development Unit (CDU), Network for a Healthy
California (Network), the Administrative Assistant Ill (AAlll) provides a full range of
administrative and clerical support to CDU. These tasks require a high degree of
organizational skill, initiative, independence, detail orientation, and responsiveness to
short timelines from more than one person at the same time; excellent skills in
communication, word processing, and GIFT’s software knowledge, as well as proof-
reading and editing skills; aptitude in Word, Excel, Access data entry, PowerPoint, and
Outlook in addition to a thorough knowledge of and adherence to office procedures.
Specifically, the incumbent performs the following duties:

40% Provides a full-range of administrative and secretarial support to CDU by
performing various duties requiring knowledge of CDU systems and procedures
and includes but is not limited to word-processing, proof-reading, and formatting
reports; makes editorial revisions and types letters, memos, forms; Prepares
internal and external correspondence. Assures that all material is correct in
content before and after typing. Prepares and processes labels, nametags and
other items for meetings and conferences making necessary copies and folders.
Supports multiple and concurrent activities and provides guidance to program
management. Coordinates with staff, management, and other organization
groups to resolve technical and administrative issues.

25% Coordinates and schedules CDU meetings and teleconferences as requested by
staff. Plans and directs the logistics of conferences and meetings by helping to
develop agendas, gaining commitment from and working with presenters,
coordinating schedules and notifications, reserving the facilities and equipment,
and organizing and guiding activities at the meeting as well as taking meeting
notes and distributing the notes to the attendees. Complies, formats and edits
documents for mass e-mailing using GIFT’s software internally and externally
e.g., LIA’s, LFNE, etc.

15% Disseminates materials and information to off-site employees and LIAs. Assists
with managing and compiling data used for presentations. Utilizes database
information to prepare spreadsheets to assist in analysis of program and to
illustrate information on charts and graphs. Uses creativity and technical skills to
develop and present information in an aesthetically pleasing manner.

10% Receives and screens telephone calls; uses professional telephone procedures
and good judgment and tact when handling calls and inquiries. Maintains and
applies a high degree of knowledge as to policies and procedures for the
Network, PHI and CDPH. Assists in obtaining information from the intra-and
internet to be used within the program.

5%  Ensures that necessary supplies and equipment are on hand for staff use.
Assists with special projects and seasonal activities. Creates books, binders,
and other materials for CDU staff as requested.

5%  Performs other duties as assigned.



DUTY STATEMENT

Administrative Assistant III — Program Compliance and Review Team

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

Under the supervision of the Office Administrator, and receiving functional direction
from the Health Program Manager 1 of the Program Compliance (PC) Unit, Network for
a Healthy California (Network), the Administrative Assistant III (AAIIl) position
provides a full range of administrative and clerical support. These tasks require a high
degree of organizational skill, initiative, independence, detail orientation, and
responsiveness to short timelines from more than one person at the same time; excellent
skills in communication, meeting coordination, word processing, proof-reading and
editing; aptitude in Word, Excel, PowerPoint, and Outlook in addition to a thorough
knowledge of and adherence to office procedures. Specifically, the incumbent performs
the following duties.

40%

40%

10%

10%

Assisting PC Team and manager with documents using word processing, proof
reading, formatting and processing documents. Scheduling multiple meetings,
conferences, teleconferences scheduling rooms using Outlook. Preparing
Notification packets, and reports. Type, edit all documents by using multiple
computer software, i.e. Word, Excel PowerPoint, and Outlook. Set-up tracking
system for all steps involved in each review, keep filing system updated to assure
that all documentation and assignments are current and processed for mailings to
multiple locations. Make copies of documents for all meetings, and conferences,
prepare handouts and packets when needed. Keep communication open with PC
Team and assure that all information is given to PC Unit Manager accurately and
in a timely manner.

Provide a full range of administrative support to the PC Team and clerical unit by
performing various duties and procedures includes but is not limited to filing and
tracking e-mails, filing documentation, telephone calls; and e-mails by responding
to multiple request from PC Unit Manager, Office Administrator, and other
Network staff when handling calls and inquires. Professionally using appropriate
telephone procedures and good judgment. Make sure supplies are kept current
and ordered timely and equipment is maintained and supplies are available.
Maintains and applies a high degree of knowledge as to policies and procedures
for Network, PHI and CDPH. Assists in obtaining information from the intranet
to be used within the program.

Keep Office Administrator informed of up coming events and when help is
needed to complete assignments. Assist other administrative staff when needed

with projects, reports, conferences, and meetings.

Performs other duties as required.



DUTY STATEMENT
Administrative Assistant IV —Policy, Planning and Evaluation Section Chief
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Office Administrator, the Administrative Assistant IV (AAIV)
provides a full range of support services to the Chief of the Policy, Planning and Evaluation
Section (Chief). These tasks require a high degree of initiative and independence; excellent
skills in verbal and written communications; a full range of computer skills, for word processing,
scheduling meetings, e-mail, graphics; and power point. The AAIV needs a thorough knowledge
of and adherence to office procedures of the Public Health Institute (PHI) and the California
Department of Public Health (CDPH). Specifically, the incumbent performs the following
duties:

35% Establish filing systems for documents and computer files for a full range of incoming
documents via hard copy and e-mail. Independently reviews, tracks, and files a full range
of incoming documents and communications, including e-mail, correspondence,
telephone and fax and forwards all needed to Chief in timely manner. Screens and
deletes/re-routes items appropriately; categorizes remainder for timely action. Takes
initiative and replies to correspondence when necessary. Logs in and tracks assignments
given to or by the Chief. Notifies supervisor, Chief or other appropriate person of
problems. Provides a full range of advanced support services to maintain the timely flow
of Section work requiring the Chief’s attention, including those of the Section, Branch,
Division and Center.

20%  Schedules appointments; arranges meetings including notices, agenda packets and
handouts, audiovisual equipment, logistics and hospitality. Prioritizes incoming and
outgoing tasks by importance, timeliness, and sensitivity. Works with Office
Administrator to assure that department drills and other assignments are available for
timely review by the Chief, as appropriate, and that assignments made by the Chief
within the Section are tracked and completed on time. Maintains interpersonal
communications between the Chief and her staff and superiors, colleagues in and out of
the State government, the Federal government, other funders, media, partners and the
public. Maintains current rosters of members and schedules of meetings for projects with
outside committees and task forces on which the Chief serves.

20% Maintains Outlook calendar daily, by making updates to calendar by transferring
information from other calendars the Chief uses, and scheduling meetings when
requested by Chief and other sources. Maintains and applies a high degree of knowledge
as to the policies and procedures of the Section, PHI and CDPH. Uses judgment, tact,
and initiative in handling calls and inquiries. Retrieves background materials from
various sources including publishers, the Internet, resource library or professional staff to
use in answering inquires, completing policy analyses, or preparing reports or papers for
publication.



10% Reviews or otherwise assures that a wide range of print and electronic documents
originating within the Section and require the Chief’s signature comply with CDPH
standards and procedures. May include correspondence, memoranda, Scheduling
Requests, Secretary’s Action Requests, Governor’s Action Requests, Requests for Report
Approval or Bill Analyses. Works with the Office Administrator and independently
returns such documents to authors for correction or revision when necessary. Monitors
the Chief’s requests for travel arrangements; helps compile travel claims and track

: payments.

10% Types a variety of documents, including correspondence, memos, e-mails, meeting
agendas, hand-out materials, bibliographies, and papers for publication. Takes and types
meeting notes. Assures that all material is correct before and after typing. Maintains
Chief’s working, technical, transparency, and presentation, and library files. Provides
back-up administrative support for a variety of Section activities, including meetings and
conferences, preparation of the State plan, progress reports, and grant applications. May
serve as relief for co-workers.

5%  Performs other duties as required.



DUTY STATEMENT
Administrative Assistant IV — Regional Network Team
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision and direction of the Office Administrator, and receiving functional direction from the
Manager of the Regional Network (RN) Unit, Network for a Healthy California (Network), the
Administrative Assistant IV (AAIV) position provides a full range of high level administrative duties,
working independently with the RN Unit. These tasks require a high degree of organizational skill,
initiative, independence, detail orientation, and responsiveness to short timelines from more than one person
at the same time; excellent skills in communication, meeting coordination, high level of word processing
skills, proof and editing skills; additionally skills in data entry by using Access in addition to a extensive
knowledge of the CX3 program and information, and documentation of the program. Specifically, the
incumbent performs the following duties.

40%

30%

15%

10%

5%

The CX3 Tierl Trainings; are conducted at least bi-weekly and the AAIV is responsible for
invitations, setup, and computer lab assistance. The AAIV assist with GIS training for selected group
of counties, this requires an extensive knowledge of the GIS program in order to assist in answering
questions, float the floor, and walk through training exercises for those needing additional assistance.
Create training materials and packets with survey tools and instructions for Tierl training. Field
calls from sites with questions regarding the tools and GIS. Handling administrative tasks for
training, by keeping a data base and email correspondence to participants with training details,
registration, meals, and materials. Organize Tierl data by county, neighborhood and tools and make
accessible to CX3 team at all times.

The CX3 Tier2 Trainings; Preparation for field work training. Research area where training is to be
held and find stores to be surveyed, calls stores to verify they are appropriate for training exercise.
Create a map of area identifying stores and indicate which team is to survey which stores for the field
work training. Assist and train team on walk ability tool and store survey tool. Create training
materials and packets with survey tools and instructions for Tier2 training (“in the field” training).
Go through survey tools, walk ability, store surveys, and answer questions for participants. Handle
registration, meals, and training materials. Maintain a CX3 calendar for all upcoming trainings and
meetings. Handle all data (organize, file, input). Create multiple reports (detailed, summary) for all
data, for all sites. Maintain FTP website where data and reports are posted for all sites. Organize
Tier2 data by county, neighborhood and tool and make accessible to CX3 team at all times.

RN — Maintains contact lists (internal and external) and RN Maps for all Regions. Program Letters,
PowerPoint Presentations. Sets up teleconference calls, take minutes for monthly meetings. Orders
articles, and creates documents for PDF’s, mailing of RN Progress Reports and analysis meetings.

YE (Youth Empowerment) Project — Creates and maintains contact lists for all Pilot sites. Create
mailings and packets for meetings. Works with Youth in Focus and sets up all sites to attend
conferences. Create posters, work with video crew to create videos and create website for YE.

Create YE pilot binders and work with training sites to use Survey Monkey. Help create budget and
organize off-site for Youth Empowerment conference (calculate expenses within budget and find site,
create menu, handle overnight arrangements for youth, youth leaders and trainers, etc...) Create
posters of youth to be shown at conference and meetings. Create handouts of maps and fact sheets to
be distributed to all sites and Network. Maintain a Youth Empowerment calendar for all upcoming
trainings and meetings.

Other duties as required.



DUTY STATEMENT
Contract Administrator I
Network for a Healthy California, Administrative Operations Section
Public Health Institute

Under the general direction of the Staff Services Manager of the California Department
of Public Health (CDPH), Network for a Healthy California (Network), Administrative
Operations Section, the Contracts Administrator I is responsible for providing
administration, financial contract support, consultation, technical assistance, and
oversight of at least fifteen local contracts with special emphasis on nutrition education
and promotion of physical activity among low-income households with children.

This position requires the incumbent maintain consistent and regular attendance;
communicate effectively (orally and in writing if both appropriate) in dealing with the
public and/or other employees; develop and maintain knowledge and skill related to
specific tasks, methodologies, materials, tools, and equipment; complete assignments in a
timely and efficient manner; and, adhere to departmental policies and procedures
regarding attendance, leave, and conduct.

Contracts Administrator I (CA 1) is responsible for performing the more responsible,
varied, and complex technical analytical staff services assignments that are necessary to
support contractual and fiscal functions of the statewide Network program.

40% Responsible for developing, negotiating, implementing, and monitoring contracts
for the Network’s Local Incentive Award (LIA) Program which includes public
and private contractors (e.g., local health departments, city governments,
universities, colleges, Indian Tribal Organizations, County Office of Educations,
school districts, and park and recreation agencies). Monitoring activities include:
providing technical assistance on fiscal, budget, and administrative portions of the
contracts, conducting site visits to ensure that documentation requirements are
met, preparing site visit reports, and reviewing and processing budget
amendments. Develops and evaluates administrative standards, policies and
procedures, and monitors application of those standards. In coordination with
other professional staff who monitors contract work plans, the CA 1 will be
responsible for the review and approval of fiscal portions of LIA interim and final
progress reports.

20% Audits and evaluates Network invoices for accuracy on contract, budget,
mathematical computation, and cost appropriateness for assigned contractors.
Facilitates the invoice payment process through the CDPH Accounting Office.
Tracks individual budgets and account records using Excel and/or a fund
accounting software program. Prepares necessary encumbering and
disencumbering documentation. Reviews, evaluates, and analyzes contractor’s in-
kind contributions to ensure all Federal/State qualifications and reporting/tracking



10%

10%

10%

5%

5%

requirements are met. Failure of contractors to do so would result in loss of
Federal matching funds to the Network.

Represents the Network, both orally and in writing, to control entities (1.e., CDPH
Contract Management Unit, CDPH Accounting Office, CDPH Budgets Office,
and the State Controller’s Office) with minimal direction. Prepares reports,
documents, and correspondence in response to requests from various
organizations including the public, contracting entities, health providers, and
department personnel.

Prepares fiscal analysis, allocation reports, and various fiscal documentation to
provide data to other professional staff and management using Word and Excel
software. This includes development of spreadsheets, budgetary projections,
recommendations for budget reduction/expansion, development of expenditure
data including information on prior expenditures, rates of expenditures, and
transferability of funds. Evaluates and compiles financial data for the annual
Network plan and the mandated Annual Interim and Final Progress Reports that
the Network submits to the United States Department of Agriculture (USDA)
which controls funding.

Develops Request for Proposals (RFPs) and Request for Applications (RFAs) and
the subsequent contract language ensuring all appropriate State, Federal, and

. . intra-departmental policies and regulations are incorporated. Reviews and

completes assessment of submitted applications. Negotiates and recommends
approval of contracts. Consults with funded agencies in the development of
budgets and monitors the development, implementation, and evaluation of local
and statewide projects.

Special Projects as assigned such as Program letters, updates to Policies and
Procedures Contract Manager Desk Manual, updates to LIA Guidelines Manual,
GIFTS database entries, contract and bill analysis drills, and Budget Change
Concepts/Proposals. Assists in development of training courses, conferences,
annual meetings, and advisory committee meetings, and presents information at
these forums.

Performs other duties as required.



DUTY STATEMENT
Contracts Administrator I
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Summary

Under the general direction of the Staff Services Manager I of the California Department of
Public Health (CDPH), Network for a Healthy California (Network), the Contracts Administrator
I is responsible for providing administration, financial contract support, consultation, technical
assistance, and oversight of at least twenty local contracts with special emphasis on nutrition
education and promotion of physical activity among low- income households with children.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Contracts and Grants Administration — 65%

Participates in the Local Incentive Awardee funding award process and subsequent
contracting process.

Works closely with the Program Managers to develop, negotiate, implement, and monitor
contracts for the Network’s Local Incentive Award (LIA) Program which includes public and
private contractors (e.g., local health departments, city governments, universities, colleges,
Indian Tribal Organizations, school districts, and park and recreation agencies, faith, food
security, and healthy cities).

Monitors approximately 15 Local Incentive Awardee contracts and/or special grants and with
increasing degrees of complexity to include: providing technical assistance on fiscal, budget,
and administrative portions of the contracts, conduct site visit reviews, processes contracts
and amendments, and reviews and analyzes progress reports.

Tracks expenditures of assigned LIA contracts using Excel and/or any designated fund
accounting software program.

Reviews contractor invoices for accuracy on contract, budget, mathematical computation, and
cost appropriateness for assigned contractors.

Facilitates the invoice payment process through the CDPH or PHI Accounting Office.
Prepares necessary encumbering and disencumbering forms.

Reviews, evaluates, and analyzes contractor’s in-kind contributions to ensure all
Federal/State qualifications and reporting/tracking requirements are met. (Failure of
contractors to appropriately document in-kind will result in loss of Federal matching funds
from USDA.)

Represents the Network, both orally and in writing, to control entities (i.e., CDPH Contract,
Accounting and Budgets Offices) with minimal direction. Participates in oral presentations to
the public about the LIA Program.

Assists in training LIA participants and grantees on federal and state fiscal and program
requirements.

Reports - 25%

Assists the Staff Services Manager I with Department data requests for fiscal analysis,
allocation reports, and other fiscal information.

Tracks Department assignments to ensure that all work is complete and deadlines are met.
Provides back-up support to the CDPH Accounting Associate with regard to budget and



[ ]

Accounting assignments. Assists with writing the administrative and fiscal sections of the
USDA annual plan and USDA interim and final reports.

Assists with other writing assignments including Budget Change Concepts and Proposals, as
needed.

Prepares reports, documents, and correspondence in response to requests from various
organizations including the public, health providers, and department personnel.

Participates on various program quality improvement projects.

Request for Proposals (RFPs) and Request for Applications (RFAs) - 5%

Assists in the development of Request for Proposals (RFPs) and Request for Applications
(RFAs) and the subsequent contract language ensuring all appropriate State, Federal, and
intra-departmental policies and regulations are incorporated.

Reviews and completes assessment of submitted applications. Negotiates and recommends
approval of contracts. Consults with funded agencies in the development of budgets and
monitors the development, implementation, and evaluation of local and statewide projects.

Other duties as required - 5%



DUTY STATEMENT
Contracts Administrator I
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Summary

Under the general direction of the Staff Services Manager I of the California Department of
Public Health (CDPH), Network for a Healthy California (Network), the Contracts Administrator
1 is responsible for providing administration, financial contract support, consultation, technical
assistance, and oversight of at least sixteen contracts with special emphasis on nutrition education
and promotion of physical activity among low- income households with children.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Contracts and Grants Administration — 65%

Participates in the Local Incentive Awardee funding award process and subsequent
contracting process.

Works closely with the Program Managers to develop, negotiate, implement, and monitor
contracts for the Network’s Local Incentive Award (LIA) Program which includes public and
private contractors (e.g., local health departments, city governments, universities, colleges,
Indian Tribal Organizations, school districts, and park and recreation agencies, faith, food
security, and healthy cities).

Monitors approximately 15 Local Incentive Awardee contracts and/or special grants and with
increasing degrees of complexity to include: providing technical assistance on fiscal, budget,
and administrative portions of the contracts, conduct site visit reviews, processes contracts
and amendments, and reviews and analyzes progress reports.

Tracks expenditures of assigned LIA contracts using Excel and/or any designated fund
accounting software program.

Reviews contractor invoices for accuracy on contract, budget, mathematical computation, and
cost appropriateness for assigned contractors.

Facilitates the invoice payment process through the CDPH or PHI Accounting Office.
Prepares necessary encumbering and disencumbering forms.

Reviews, evaluates, and analyzes contractor’s in-kind contributions to ensure all
Federal/State qualifications and reporting/tracking requirements are met. (Failure of
contractors to appropriately document in-kind will result in loss of Federal matching funds
from USDA.)

Represents the Network, both orally and in writing, to control entities (i.e., CDPH Contract,
Accounting and Budgets Offices) with minimal direction. Participates in oral presentations to
the public about the LIA Program.

Assists in training LIA participants and grantees on federal and state fiscal and program
requirements.

Reports - 25%

Assists the Staff Services Manager I with Department data requests for fiscal analysis,
allocation reports, and other fiscal information.

Tracks Department assignments to ensure that all work is complete and deadlines are met.
Provides back-up support to the CDPH Accounting Associate with regard to budget and



Accounting assignments. Assists with writing the administrative and fiscal sections of the
USDA annual plan and USDA interim and final reports.

Assists with other writing assignments including Budget Change Concepts and Proposals, as
needed.

Prepares reports, documents, and correspondence in response to requests from various
organizations including the public, health providers, and department personnel.

Participates on various program quality improvement projects.

Request for Proposals (RFPs) and Request for Applications (RFAs) - 5%

Assists in the development of Request for Proposals (RFPs) and Request for Applications
(RFAs) and the subsequent contract language ensuring all appropriate State, Federal, and
intra-departmental policies and regulations are incorporated.

Reviews and completes assessment of submitted applications. Negotiates and recommends
approval of contracts. Consults with funded agencies in the development of budgets and
monitors the development, implementation, and evaluation of local and statewide projects.

Other duties as required - 5%



DUTY STATEMENT
Contracts Administrator I
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Administrative and Fiscal Services Unit manager of the California
Department of Public Health (CDPH), Network for a Healthy California (Network),
Administrative Operations Section, the Contracts Administrator I is responsible for providing
personnel support and drill coordination to the Section. Specifically, the CA I will perform the
following duties:

80%

15%

5%

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.

Coordinate and track drills assigned by Branch, Division, Budgets, Accounting, Contracts
and other departments. Work with SSM I 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 I to review and then to
Branch with copies to Section Chief and supervisor. Place completed drill in Outlook
folder.

Perform other duties as assigned.



DUTY STATEMENT
Contracts Administrator II-Supervisor
Network for a Healthy California — Administrative Operations Section

The Contracts Administrator II (CA II) under the direction of the Staff Services Manager I and Program
Administrator III (PA III) will manage the fiduciary administration of a statewide master contract that
supports the social marketing campaign targeting low-income adults through increased consumption of
fruits and vegetables and improved levels of physical activity. The CA II works as a member of the PHI
Administrative Unit by providing leadership on the processes of: budget development, monitoring and
reporting of financial activity; oversee the procurement for a multi-year master contract, and provide
supervision of accounting staff. The CA II will provide ongoing technical assistance for the contract staff
and unit leads by developing unit budgets and issuing periodic, unit spending reports. Other duties
include reviewing and clarifying accounting methods for state/federal/PHI budget formats. The position
will provide guidance and assistance during development and implementation to staff in preparing a
variety of documents, reports, and data collection for annual USDA plans. Specifically, the CA II will
perform the following duties:

10%  Takes lead administrative oversight of processes for budget development and financial data
analysis; procurement and supervise accounting staff.

10%  Specific responsibilities focus on accounting and analysis of spending procedures and projections
for annual project activities provided to PA III and unit lead staff on a periodic basis. Review,
process and forward corporate monthly master invoices to state accounting.

10%  Evaluates and examines policies and procedures and processes related to budgeting, finance and
accounting to ensure compliance with master contract.

10%  Maintain accounting controls and advise program administrators and act as liaison with unit lead
staff regarding financial data for analyses and maintain various spreadsheets and periodic budget
reports for unit leads. Provide daily guidance for accounting assistants and provide program
administrators with periodic work load updates.

10%  Maintains and tracks all budgets and expenditures, prepares and processes all purchase orders,
check requests, prior approvals, sole source justifications and other purchasing documents.
Researches and resolves vendor issues relating to purchases, and acts as liaison between the
department and vendors.

15%  Provide technical assistance on budget development and monitoring to staff who are responsible
for initiating expenditures; provide budgeting orientation for new staff, including new
technology and applications for managing master contract business practices as they occur;
creating and maintaining intranet master contract and unit budget folders;

5% Reconciles accounting books with PHI’s Lawson records and initiates journal entry change
requests, as needed. Readies and submits line item transfers, supplemental funds requests, and
other agreement modifications as needed.

15%  Provide guidance for staff and vendors on the use of budgetary data for effectively managing
contractual scopes of work to improve completion of deliverables; conduct review of all PHI
related expenditures to assure USDA allowable/unallowable guidelines are followed and work
with program managers on responding to queries from all sources, about any of the master
contract budgetary processes.



5% Develops, maintains, and distributes various spreadsheets necessary for accurate, up-to-the-
minute financial decisions by program management.

5% Oversee work with GIFTS administrator as needed to provide master contract information for the
GIFTS database.

5% Other duties, as required.



Under the general direction of the Staff Services Manager I of the California Department of
Public Health (CDPH), Network for a Healthy California (Network), the Contract Administrator
IT (CA 1I) is responsible for providing administration, financial contract support, consultation,
technical assistance, and oversight of ten local contracts with special emphasis on nutrition
education and promotion of physical activity among low- income households with children. 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:

30%

15%

20%

25%

DUTY STATEMENT
Contracts Administrator I1
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Participates in the Local Incentive Awardee funding award process and
subsequent contracting process. The incumbent works closely with the Program
Managers to develop, negotiate, implement, and monitor contracts for the
Network’s Local Incentive Award (LIA) Program which includes public and
private contractors (e.g., local health departments, city governments, universities,
colleges, school districts, and park and recreation agencies, faith, food security
Task Force, and healthy cities).

Track expenditures of assigned LIA contracts using Excel and/or any designated
fund accounting software program. Reviews contractor invoices for accuracy on
contract, budget, mathematical computation, and cost appropriateness for
assigned contractors. Prepares necessary encumbering and disencumbering
forms. Reviews, evaluates, and analyzes contractor’s in-kind contributions to
ensure all Federal/State qualifications and reporting/tracking requirements are
met.

Represents the Network, both orally and in writing, to control entities (i.e., CDPH
Contract, Accounting and Budgets Offices) with minimal direction. Participates in
oral presentations to the public about the LIA Program. Assist in training LIA
participants and grantees on federal and state fiscal and program requirements.
Prepares reports, documents, and correspondence in response to requests from
various organizations including the public, health providers, and department
personnel. Participates on various program quality improvement projects.

Assists the Administrative Manager with Department data requests for fiscal
analysis, allocation reports, and other fiscal information. Tracks Department
assignments to ensure that all work is complete and deadlines are met. Provides
back-up support to the CDPH Accounting Associate with regard to budget and
Accounting assignments. Assists with writing the administrative and fiscal
sections of the USDA annual plan and USDA interim and final reports. Assists
with other writing assignments including Budget Change Concepts and Proposals,
as needed.



5%

5%

Assists in the development of Request for Proposals (RFPs) and Request for
Applications (RFAs) and the subsequent contract language ensuring all
appropriate State, Federal, and intra-departmental policies and regulations are
incorporated. Reviews and completes assessment of submitted applications.
Negotiates and recommends approval of contracts.

Performs other duties as required.



DUTY STATEMENT
Contracts Administrator 11
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the general direction of the Staff Services Manager I of the California Department of
Public Health (CDPH), Network for a Healthy California (Network), the Contracts Administrator
II (CA 1I) is responsible for providing administration, financial contract support, consultation,
technical assistance, and oversight of ten local contracts with special emphasis on nutrition
education and promotion of physical activity among low- income households with children. 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:

30% Participates in the Local Incentive Awardee funding award process and
subsequent contracting process. The incumbent works closely with the Program
Managers to develop, negotiate, implement, and monitor contracts for the
Network’s Local Incentive Award (LIA) Program which includes public and
private contractors (e.g., local health departments, city governments, universities,
colleges, school districts, and park and recreation agencies, faith, food security
Task Force, and healthy cities).

15% Track expenditures of assigned LIA contracts using Excel and/or any designated
fund accounting software program. Reviews contractor invoices for accuracy on
contract, budget, mathematical computation, and cost appropriateness for
assigned contractors. Prepares necessary encumbering and disencumbering
forms. Reviews, evaluates, and analyzes contractor’s in-kind contributions to
ensure all Federal/State qualifications and reporting/tracking requirements are
met.

20% Represents the Network, both orally and in writing, to control entities (i.e., CDPH
Contract, Accounting and Budgets Offices) with minimal direction. Participates in
oral presentations to the public about the LIA Program. Assist in training LIA
participants and grantees on federal and state fiscal and program requirements.
Prepares reports, documents, and correspondence in response to requests from
various organizations including the public, health providers, and department
personnel. Participates on various program quality improvement projects.

25%  Assists the Staff Services Manager 1 with Department data requests for fiscal
analysis, allocation reports, and other fiscal information. Tracks Department
assignments to ensure that all work is complete and deadlines are met. Provides
back-up support to the CDPH Accounting Associate with regard to budget and
Accounting assignments. Assists with writing the administrative and fiscal
sections of the USDA annual plan and USDA interim and final reports. Assists
with other writing assignments including Budget Change Concepts and Proposals,
as needed



5%

5%

Assists in the development of Request for Proposals (RFPs) and Request for
Applications (RFAs) and the subsequent contract language ensuring all
appropriate State, Federal, and intra-departmental policies and regulations are
incorporated. Reviews and completes assessment of submitted applications.
Negotiates and recommends approval of contracts..

Performs other duties as required.



Duty Statement
Database Administrator II (IT Unit Lead)
Network for a Healthy California — Administrative Operations Section

Under the general supervision of the Administrative Operations Section Chief, Network for a
Healthy California (Network), the Database Administrator II (DBA II) is responsible for
managing the Information Technology & Systems Improvement Unit (IT Unit). The DBA II
oversees the five IT staff (consisting of web designers, help desk specialists, and database
programmers), provides IT project management, and plans for the future IT needs of the
Network.

30% - Management and Oversight: Provide day-to-day management of Network IT Unit staff
and provide oversight on all IT-related projects (including, but not limited to Web site creation
and management, database creation and management, online forms, online surveys, data
import/export, desktop support services, LAN management, and software support).

20% - Planning and Technical Assistance: Analyze information needs for section and make
recommendations to senior management. Recommend internal policies for the section and
formulate responses to department IT policies. Provide technical assistance to other units
concerning future programmatic needs, data security, data management, web projects, database
needs, etc.

20% - GIFTS Project Management: Oversee implementation, administration and ongoing
improvement of a section-wide database of contractor information, using Microedge GIFTS
software, which provides querying and reporting capacity necessary to respond to requests from
USDA and CDPH.

15% - Other IT Project Management: Oversee programming and management of the web-
based Semi-Annual Activity Reporting (SAAR) system. Manage data importation process for
other electronic forms (Project Summary, EARS, etc).

10% - IT Representation: Represent IT perspective for internal Network meetings (Senior
Staff, workgroups, planning committees, etc) and represent CPNS in Division/Department level
IT meetings (CDIC LAN Team, etc).

5% - Other Duties as Required: Performs other duties as assigned by the immediate
supervisor.



DUTY STATEMENT
Development Specialist 1

Network for a Healthy California — Policy, Planning and Evaluation Section

Public Health Institute

Under the general direction of the Health Program Specialist II, within the Network for a
Healthy California (Network), the Development Specialist I will provide planning,
program development, and development technical assistance and support to health
improvement-oriented nutrition and physical activity action projects at state, regional,
and local levels. In this role, the Development Specialist I will assist in the coordination
and collaboration of community-based programs with ongoing statewide social marketing
campaigns that promote healthy eating and physical activity. Duties include but are not
limited to:

20%

20%

15%

15%

Assists with the empowerment of communities, groups, and individuals to plan
and organize nutrition and physical activity projects for well-identified,
high-priority target populations. Facilitates the development of effective action
strategies for communities using proven social marketing channels and methods.
Assists communities in identifying local leadership to be involved in planning,
implementing, and/or maintaining local or regional nutrition and physical activity
campaigns. Assists in identifying and obtaining appropriate resources and
funding for the implementation of social marketing channels and effective
strategies that promote healthy eating and physical activity at the state, regional,
or community level.

Assists the Health Program Specialist II in planning, development, implementing
the faith outreach channel for dissemination of health promotion messages,
targeting African Americans and Latinos. Oversees the formative research,
development of plan, release of competitive applications, awarding of funding
based on specified criteria, monitoring and providing technical assistance to
funded demonstration projects, evaluating and reporting outcomes, and
summarizing recommendations related to future expansion of this social
marketing channel.

Oversees the annual review and approval of selected contract work scopes
submitted by specific Local Incentive Awardees (local health department, schools
in limited income communities, American Indian tribal organizations) eligible to
receive Network matching funds. Monitor and provide technical assistance, as
appropriate, related to the selected contracts with Network Incentive Awardees.

Stimulates the development of grant applications and assist with other resource
development activities related to expansion of social marketing campaigns that
promote nutrition education and physical activity. Assists with the technical
design, conduct, and interpretation of pilot studies and research projects dealing
with nutrition physical activity communications and interventions.



10%

10%

5%

10%

Helps communities develop strategies to sustain effective nutrition education
interventions and/or programs and expand community resources through
public/private partnerships. Assists communities in developing and sustaining
productive working relationships with major participants in local nutrition and
physical activity campaigns such as schools, community-based organizations,
retail/food industry, local media, social service/civic organizations, and other
business sectors.

Assists in providing technical assistance to local government, and related
community organizations, including counties and cities. Determines community
assets, determine the gaps and opportunities to collaborate. Evaluates the results
of their interventions, report outcomes, revise plans for continuing projects, and
make recommendations regarding the potential replication of such interventions
in other communities. Assists in the future compiling of the experience of these
city/community projects, along with information from similar projects across the
nation, into Community Planning Guide for city leaders. Special projects may
include Life Skills Training, Welfare to Work Programs, Food Security Programs,
Domestic Violence, and Better Education Better Income.

Assists the Health Program Specialist II with maintaining effective working
relationship with the Network Steering Committee. Work closely with the
Steering Committee members on specific collaborations and to secure expanded
partner participation.

Performs other duties as requires



DUTY STATEMENT
Development Specialist IT
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Health Program Specialist II, Policy, Partnerships and Planning Unit
Lead, within the Network for a Healthy California (Network), the Development Specialist II (DS II)
is responsible for assisting in the planning of program, partner, and resource development. The DS
II provides technical assistance and support for nutrition and physical activity action projects at
state, regional and local levels. As a member of the Policy, Partnerships and Planning Unit, the DS
11 is responsible for maximizing the involvement and contributions of Network partners in policy
development, via the Network Steering Committee, action teams/working committees, and in
coordination with the Network’s Policy, Partnerships and Planning Unit. The DS II will support the
establishment of public and private sector funding opportunities for the Network, Fruit, Vegetable &
Physical Activity Campaigns, and local, regional partners. This position handles complex tasks
with the application of strong writing, communication, and coordinating skills. Duties include:

60% Provides planning and staff support for the operation of the Network Steering Committee
(NSC), with particular emphasis on maintaining working relations with the NSC Policy Action
Teams for subject areas of Children & Youth, Health Disparities, Food Assistance, Adults, and
Physical Activity. Major support activities include working closely with the Network Policy,
Partnerships and Planning Unit to assure that Policy Action Teams activities correlate with the
policy platform and its planned directions. Monitors legislation, elements of state budget, and
advocacy events that effect Network goals and objectives. Maintains list of active legislation and
calendar of events for advocacy related activities. Performs research and correspondence activities
for bill analyses. Develops background information, issue briefs, and fact sheets to support Network
goals and objectives.

20% Supports Network relationships with partners and potential partners in public, nonprofit, and
proprietary sectors for long-term participation and collaboration on priority issues and activities of
strategic and tactical importance for the Network action agenda. Fosters communication with
partners to assure their continued knowledge and support of Network activities. Supplies
information about regular opportunities for partner involvement through such mechanisms as
Network Steering Committee, Network Policy Action Teams, working committees and special
projects requiring specialized knowledge, skills, and experience of Network partners.

10% Sustains awareness of supplemental and special projects funding for Network programs,
from public and private sources and opportunities for fund development. Provides staff support to
the Resource Development Action Team and annual Resource Development Action Plan.
Collaborates on grant proposals and applications for funding of Network programs, and projects.
Provides technical assistance for grant proposal development for state, regional, and local partners
and contractors.

5%  Collaborates with the Network Chiefs, staff, other members of the Policy, Partnerships and
Planning Unit, the Community Development Team, Fruit, Vegetable & Physical Activity
Campaigns, and other Network programs/projects.

5%  Other duties as assigned.



DUTY STATEMENT
Evaluation Specialist 11
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist II, the Evaluation Specialist IT (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. Identifies 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.

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



DUTY STATEMENT
Health Educator III
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator III
(HE I1I) 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 ITI
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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.



Duty Statement
Health Educator III (PHI)
Page 2

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.

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.



DUTY STATEMENT
Health Educator III - Physical Activity Coordinator
Network for a Healthy California — Program Development Section
Public Health Institute

One of the overall goals of the Network for a Healthy California (Network) 1s to promote
and increase physical activity to at least 30 minutes a day for adults and at least 60
minutes a day for children. Under the direction of the Program Development Section
Chief, the Health Educator III (HEIII) will be the primary program manager for the Fruit
Vegetable, and Physical Activity Campaigns, a pilot project targeting low-income women
and their families and focused on integrating nutrition and physical activity resources in
their communities. The incumbent will manage all community contracts for this project
and related consultant contracts. The coordinator will oversee all research and evaluation
activities related to this campaign and act as the liaison to the Research/ Evaluation Unit.
The incumbent will provide technical assistance to other projects within CPNS and sister
programs in the Department to assist with integrating physical activity programs with
nutrition education and will consult with all units of the Network to add physical activity
components to campaigns and programs, including communications and policy. The
coordinator will be the physical activity liaison to all Network and Campaigns projects,
attend unit meetings as needed and will be the representative at various physical activity
related committees, meetings, and conferences. As a primary liaison to the Campaigns,
the coordinator will attend monthly Campaign meetings and sub-campaign meetings as
required. The coordinator will also assist the Fruit, Vegetable, and Physical Activity
Campaigns with the following activities as they relate to physical activity; developing a
physical activity retail campaign, formative research, designing and pilot testing
activities, reviewing marketing and educational materials. The incumbent will also assist
the Senior Health Education Consultant in the organization of the Physical Activity and
Nutrition Integration Committee (PANIC). The coordinator is responsible for staying
informed about the latest literature and research pertaining to the integration of nutrition,
physical activity, and public health.

30% Technical assistance to the Network (including the Campaigns) projects;
leadership role in various meetings and committees

25% Planning collaboration and intervention activities for the Network’s Be Active
Campaign.

25% Planning evaluation activities for the Network’s Be Active Campaign
15% Management of contracts, Progress Reports, Funding Research

5%  Conferences and other duties as required



DUTY STATEMENT
Health Educator 111
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator 111
(HE I1I) 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 III
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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.



Duty Statement
Health Educator IIT (PHI)
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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.

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.



DUTY STATEMENT
Health Educator I1I
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator I1I
(HE 1II) 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 I1I
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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 Nerwork 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.



Duty Statement
Health Educator III (PHI)
Page 2

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.

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.



DUTY STATEMENT
Health Educator I1I
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator III
(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 IIT
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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.



Duty Statement
Health Educator III (PHI)
Page 2

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.

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.



DUTY STATEMENT
Health Educator 111
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator III
(HE 1I1I) 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 III
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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.



Duty Statement
Health Educator III (PHI)
Page 2

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.

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.



DUTY STATEMENT
Health Educator II1
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Program Development Section Chief, the Health Educator III
(HE III) 1s 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 IIT
(Supervisor) and other members of a multi-disciplinary team, the HE III 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 III 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.



Duty Statement
Health Educator III (PHI)
Page 2

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.

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.



DUTY STATEMENT -
Health Educator IV - African American Campaign
Network for a Healthy California —Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Marketing Manager I, the Health Educator IV (HE IV) will
participate in the design, implementation, and evaluation of a statewide Network for a Healthy
California — African American Campaign (Campaign) aimed at improving the health of African
American families through increased consumption of fruits and vegetables and increased levels
of physical activity The HE IV will ensure the continued success of community-based programs
by guiding ongoing social marketing campaigns to promote healthy eating, physical activity and
food security among food stamp recipients and other eligible, low-income populations.
Responsibilities will include integration of nutrition and physical activity education into
community and faith-based outreach strategies and tools; research and pilot testing of new
channel interventions; expanding consumer empowerment components of the Campaign; and
coordinating meetings and trainings. Specifically, the Health Educator IV performs the
following duties:

45% Provides leadership related to the management of the Regional Nutrition Network
agencies and Faith-based Community Project contracts to ensure successful
accomplishment of objectives, oversees completion of the scope of work activities, and
adherence to state guidelines and budgets. In collaboration with other units in the section
(Children’s Power Play Campaign, Latino Campaign, Retail Program, Worksite
Program, Regional Network, Partnership, Research, and Communication) staff, the HE
IV will work to establish local contracts and provide on-going contract oversight. Duties
include, but are not limited to: auditing programmatic activities, contract reporting and
oversight, and coordinating and implementing internal systems to promote streamlined
communications and contract management.

30% Assists in the advancement of 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. Conducts and/or oversees various qualitative and
quantitative nutrition/physical activity research projects (e.g. focus groups, literature
reviews, environmental scans, etc...) that aid in the development and formal evaluation
of the Campaign. The HE IV Participates in the design, implementation and analysis
stages of Campaign research.

20% Builds capacity of the Regional Nutrition Network and Faith-based Community 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. LIAs, Local Food and Nutrition Education agencies,
Regional Nutrition Networks), and partners to improve regional implementation and
impact of nutrition and physical activity interventions for African Americans. HE IV will
work in collaboration with appropriate CPNS staff and Network Lead Agencies in
developing and implementing strategies to sustain the Campaign within the regions.

5%  Other duties as required to support the Campaign.



DUTY STATEMENT
Health Educator 1V
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Policy, Planning and Evaluation Section Chief, Network for a
Healthy California (Network), the Health Educator IV (HE IV) is responsible for providing
program management leadership and direction for the development, implementation, and
evaluation of Nonprofit Incentive Award (NIA) pilot program to include the annual Food Stamp
Program Access Improvement Plan (FSAIP); and provide program management oversight for
Food Stamp Outreach contractors and subcontractors that are part of that plan and budget. The
HE IV will also provide direction for the development and coordination of strategies for local
planning and implementation focusing on statewide, county, and community levels of activity
that facilitate the provision of information about and access to the Food Stamp Program leading
to measurable increases in participation in the Food Stamp Program; the HE IV will also work
closely with USDA Western Regional Office Food Stamp Outreach staff, the California
Department of Social Services Food Stamp Policy Bureau, and the Food Stamp and Nutrition
Education Outreach (FANOut) Committee to maximize communication and coordination of
resources, programs, and services. The HE IV should also maintain an active awareness of
additional funding sources and opportunities that may expand, enhance, and strengthen the
USDA funded Food Stamp Outreach initiative and activities and help acquire supplemental
funding as indicated. This position requires handling of complex tasks and simultaneously,
strong written and verbal communication, and a wide range of organizational development and
political sensitivity skills.

DUTIES

80% Provides overall program management, contract negotiation, scope of work monitoring,
and consultation to the primary Food Stamp Outreach contractor (s) and to Nonprofit Incentive
Award (NIA) contracts. Provides staff support to channel-specific advisory committee and
special work group meetings as needed. Provides technical assistance to contractor (s) to ensure
effective integration of allowable Food Stamp Outreach activities, basic and advanced training,
development and evaluation of media related activities, and the implementation of community-
based strategies to achieve the Network’s Food Stamp Outreach objectives. Consultation
activities include an overall review and assessment of previous annual plans and budgets as part
of the basis for the annual plan and budget development process and confering with the
prospective contractor (s) and other stakeholders; reviewing and negotiating scopes of work and
budgets with contractor (s); monitoring approved contracts by analyzing progress reports,
conducting site visits, and by providing timely technical assistance.

10% Provides leadership in the development of the annual Food Stamp Program Access
Improvement Plan (FSPAIP) to USDA. Assists with the technical design, conduct, and
interpretation of pilot studies and research projects dealing with Food Stamp Outreach plans and
activities in California.

10% Performs other duties, as requested.



Public Health Institute
Health Educator IV - Spanish Translation
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Media/Publications unit, Network for a Healthy California
(Network), California Department of Public Health, the Health Educator IV (HEIV) will oversee
written translations from English to Spanish, 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 levels of physical activity. The
HEIV will ensure the continued success of 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 prepare Spanish nutritional informational materials; expanding
Spanish-speaking consumer empowerment components of the Fruit, Vegetable and Physical
Activity Campaigns; development of a 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 to do other related work while adherence
to USDA guidelines.

DUTIES

40% Manages the process of the written Spanish translations of general, technical, and
scientific material developed by CPNS staff; reviews, edits and approves material that is written
in English and translated into Spanish language using agreed upon idiomatic expressions and
Network Spanish glossary; works with translation firms as well as other translators and provides
nutrition expertise in the review, approval, and monitoring of Network Spanish material work 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.

10% 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.



Health Educator IV- Spanish Translation
Public Health Institute

5% 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.

5% Other duties as assigned



DUTY STATEMENT
Health Educator IV- Physical Activity
Network for a Healthy California — Program Development Section
Public Health Institute

Under the direction of the Program Development Section Chief, within the Network for a
Healthy California (Network), the Health Educator IV (HEIV) will have responsibilities
and co-leadership in the development of the new physical activity campaign for the
Network. Under research activities, to be sole lead on the California Dietary Practices
Survey (CDPS) and related work, monitoring the current contract conducting the CDPS,
and will oversee the data analysis of that survey.

25%

25%

25%

25%

Coordinate and write much of the initial draft report on the CA Dietary Practices
Survey. Scientific Review Administrator responsibilities include monitoring the
Cancer Research Program grant for calibration of the fruit and vegetable module
of the CDPS.

Responsibilities for the physical activity campaign will require involvement in the
areas of contract monitoring, resource development, and funding development.
Share leadership responsibilities with other program staff; serve as lead staff for
both the Research/Funding Workgroup and the Resource Development
Workgroup of the Physical Activity Advisory Committee. Oversee all
research/evaluation activities ongoing for PA initiative. This includes four
research contracts:

Focus Groups, Literature Review, Environmental Scan, Partner Surveys

Lead the creation of a Community Resource Kit on physical activity for local
agencies, creation of an Environmental Scanning Tool for local agencies, and
implementation of the physical activity components of the Fruit, Vegetable and
Physical Activity Campaigns. Work with other Section Chiefs and Network Staff
to plan ahead for a larger scale physical activity initiative, then work with
university and other partners to identify additional funding sources for future
physical activity initiatives.



DUTY STATEMENT
Health Educator IV — Regional Networks
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision and direction of the Program Development Section Chief, the
Health Educator IV (HE IV) manages all the activities related to the Network for a Healthy
California (Network) Regional Lead Agencies. Working under the guidance of the Health
Program Specialist II, and in partnership with other members of a multi-disciplinary team, the
HEIV will lead the internal coordination and management of the Regional Lead Agencies. The
HEIV will work to ensure the continued success of the community-based programs by guiding
the ongoing social marketing campaigns and policy work to promote healthy eating, physical
activity and food security among food stamp recipients and other eligible, low-income
populations. Responsibilities include overseeing all aspects of the Regional Lead Agencies.
Specifically; the HEIV performs the following duties:

40% Provides leadership related to the management of the Regional Network Lead Agencies
contracts to ensure successful accomplishment of objectives, oversees completion of the
scope of work activities, and adherence to state guidelines and budgets. Works together
with Network Program staff (e.g. Fruit, Vegetable and Physical Activity (FVPA)
Campaigns, Policy, Partnerships and Planning Unit, Research and Evaluation, and
Communications and Media) to provide contract oversight. Duties include, but are not
limited to: auditing programmatic activities, contract reporting and oversight, and
coordinating and implementing internal systems to promote streamlined communications
and contract management.

40% Builds capacity of the Regional Network Lead Agencies to successfully implement social
marketing and environmental change promotion strategies and to continuously improve
regional interventions and evaluation strategies. Provides technical assistance to Network
Lead Agencies as needed, assist Network Lead Agencies in the design and
implementation of training initiatives to improve regional implementation, and assists in
development of resources to improve implementation and communication and
collaboration at the local level. Assists in collaboration with appropriate Network staff
and Lead Agencies members in developing and implementing strategies to sustain the
Regional Collaboratives and FVPA Campaigns and Programs within the regions.

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 region
to assist with implementation of regional scope of work, including, but not limited to
state and local health departments, California Department of Education, the American
Cancer Society, and California Department of Food and Agriculture.

5%  Participates in Network Joint Steering Committee and Planning and Policy Unit Action
Teams. In partnership with Policy, Partnerships and Planning Unit and FVPA Campaigns
and Programs Advisory Committee, participates in the development and implementation
of identified policy and environmental change objectives and strategies with the Regional
Collaboratives as well as FVPA Campaigns and Programs.

5%  Performs other duties as required.



DUTY STATEMENT
Health Educator IV — Regional Networks
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision and direction of the Program Development Section Chief, the
Health Educator IV (HE IV) manages all the activities related to the Network for a Healthy
California (Network) Regional Lead Agencies. Working under the guidance of the Health
Program Specialist II, and in partnership with other members of a multi-disciplinary team, the
HEIV will lead the internal coordination and management of the Regional Lead Agencies. The
HEIV will work to ensure the continued success of the community-based programs by guiding
the ongoing social marketing campaigns and policy work to promote healthy eating, physical
activity and food security among food stamp recipients and other eligible, low-income
populations. Responsibilities include overseeing all aspects of the Regional Lead Agencies.
Specifically; the HEIV performs the following duties:

40%

40%

10%

5%

5%

Provides leadership related to the management of the Regional Network Lead Agencies
contracts to ensure successful accomplishment of objectives, oversees completion of the
scope of work activities, and adherence to state guidelines and budgets. Works together
with Network Program staff (e.g. Fruit, Vegetable and Physical Activity (FVPA)
Campaigns, Policy, Partnerships and Planning Unit, Research and Evaluation, and
Communications and Media) to provide contract oversight. Duties include, but are not
limited to: auditing programmatic activities, contract reporting and oversight, and
coordinating and implementing internal systems to promote streamlined communications
and contract management.

Builds capacity of the Regional Network Lead Agencies to successfully implement social
marketing and environmental change promotion strategies and to continuously improve
regional interventions and evaluation strategies. Provides technical assistance to Network
Lead Agencies as needed, assist Network Lead Agencies in the design and
implementation of training initiatives to improve regional implementation, and assists in
development of resources to improve implementation and communication and
collaboration at the local level. Assists in collaboration with appropriate Network staff
and Lead Agencies members in developing and implementing strategies to sustain the
Regional Collaboratives and FVPA Campaigns and Programs within the regions.

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 region
to assist with implementation of regional scope of work, including, but not limited to
state and local health departments, California Department of Education, the American
Cancer Society, and California Department of Food and Agriculture.

Participates in Network Joint Steering Committee and Planning and Policy Unit Action
Teams. In partnership with Policy, Partnerships and Planning Unit and FVPA Campaigns
and Programs Advisory Committee, participates in the development and implementation
of identified policy and environmental change objectives and strategies with the Regional
Collaboratives as well as FVPA Campaigns and Programs.

Performs other duties as required.



DUTY STATEMENT
Help Desk Specialist
Network for a Healthy California — Administrative Operations Section

Under the general supervision of the Information Technology & Systems Improvement Unit Manager,
Network for a Healthy California (Network), the Help Desk Specialist plans, implements, and manages
those elements of the Network computing infrastructure that are not provided by either ITSD or CDIC.
The incumbent provides technical support and technical assistance for desktop and laptop computers
running Windows XP and Microsoft Office 2003, as well as other non-standard, specialized software
used by the Network. The Help Desk Specialist will conduct long-term planning for the acquisition of
new computers, printers, scanners and other types of hardware to replace older inventory. The position
will also be responsible for tracking the software loaded on individual machines and keeping the
Network in compliance with licensing agreements.

40% - Software Installation and PC Support: Perform the installation and maintenance of all
hardware and software for Network desktops, laptops and servers. Respond to PC support requests from
users, in conjunction with CDIC Help Desk staff. Once implemented, utilize a new help desk ticket
system to track requests and outcomes.

20% - Infrastructure Planning and Procurement: Conduct long-term planning for the acquisition of
new computers, printers, scanners and other types of hardware to replace older inventory. Procure, re-
image and manage all new desktop and laptop computers for the section. Track software loaded on
individual machines and ensure compliance with software licensing agreements.

20% - LAN Administration and Security: In conjunction with CDIC Help Desk, maintain user
accounts within the Branch Active Directory organizational unit, including resetting passwords,
disabling accounts, updating information, etc. Modify directory security settings for the Network
portion of the Groups drive. Respond to requests and directives from the CDPH Information
Technology Services Division (ITSD) and the CDPH Information Security Office (ISO).

15% - Training: Provide training and technical assistance as needed for Office 2003 (Word, Excel,
Access, PowerPoint, Outlook) and other commonly used applications, either one-on-one or classroom

style.

5% - Other duties as required.



DUTY STATEMENT
Information Specialist II — PC Support
Network for a Healthy California — Administrative Operations Section

Under the general supervision of the Information Technology & Systems Improvement Unit Manager,
the Information Specialist II (IS II) plans, implements, and manages those elements of the computing
infrastructure that are not provided by either ITSD or CDIC. The incumbent is responsible for the
hardware and software strategy for desktop computing, mobile computing. The incumbent plans and
implements a training program that provides staff with the opportunity to achieve and maintain
competency in the use of Microsoft Office software, including Outlook. The incumbent provides
technical support and technical assistance for Windows 2000/XP and Microsoft Office 2000/XP/2003
applications necessary for efficient operation. The incumbent installs and provides first level assistance
with non-standard, specialized programs required to perform tasks efficiently.

5% - Network Planning and Management: Devise and implement a strategy that provides the best
computing environment possible within the budgetary constraints. Integrate a mixture of platforms,
databases and operating systems to support personnel and programs.

45% - Installation and Operation: Perform or supervise the installation and maintenance of all
hardware and software for workstations, database servers and web servers.

25% - Workstation, Server and Database Administration: Specify, procure, install and manage all
personal computers, laptops, database servers, and web servers. Assist database administration for
databases. Insure that databases are secure and that backup and restoration processes are effective.
Provide storage, access, and communications compliant with security and privacy regulations. Keep the
LAN database current. Manage Partnership email accounts and provide technical assistance as required.

15% - Training: Provide or supervise training and assistance as needed for standard applications.
Provide assistance on non-standard applications when possible.

5%, - Internal communications: Manage the Intranet site. Post content as needed.

5% - Other duties as required.



DUTY STATEMENT
Information Specialist II - Desktop Publisher
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the Communications and Media Marketing Manager I, Network
for a Healthy California (Network), the Information Specialist II /Desktop Publisher is
responsible for desktop publishing. Specifically, the incumbent performs the following
duties:

65%  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.

20%  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.

10%  Provides technical assistance with graphics, file formats, CD/DVD creation, Web
site coding and maintenance, and other issues that come up relating to design.

5% Performs other duties as required.



DUTY STATEMENT
Information Specialist III - Web Designer
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the general supervision of the Information Technology & Systems Improvement Unit
Manager, Network for a Healthy California (Network), the Information Specialist III (IS III) will
direct Website development and management for a diverse group of Fruit, Vegetable and
Physical Activity Campaigns and Programs which promote healthy eating and physical activity
among low-income populations. The IS III is involved in the development of new sites;
maintaining an existing sites; facilitating an internal Web advisory team; developing or
coordinating the development of Web content and ensuring ongoing updates; responding to
queries received via the Web; developing and managing a variety of listservs; and representing
the Network at Web task forces and committees.

30 %

20 %

20 %

20 %

20 %

Site Development and Maintenance: Develops, designs, produces, launches and
maintains the Campaign Website (www.networkforahealthycalifornia.net) and maintains
the current and past Websites (www.dhs.ca.gov/cpns and www.caSaday.com).
Responsible for coordinating all approval processes; Manages Web content and design,
ensuring that the site is current and relevant to Network target audiences.

Identifies opportunities for utilizing the Web to reach Network target audiences; Ensures
the integration of the Website with overall Network branding strategies and across
various public outreach campaigns; Coordinates an internal Web advisory team,
soliciting and responding to feedback as necessary;

Tracks and reports monthly on Website visitation statistics and responds to public queries
received via the Web; Oversees Web contracting activities, including scopes of work,
contractor selection, budgets, schedules, reporting and performance; Represents the
Network on California Department of Public Health Web task forces and committees;

Listservs and Technical Assistance: Develops and manages various listserves; Provides
technical support and guidance on Web and Internet issues; Maintains current knowledge
and information about Web standards and strategies, especially related to low-income
populations and social marketing.

Contributes this knowledge and information to strategic and operational plans,
presentations and reports. Performs other duties as required.



DUTY STATEMENT
Information Specialist III - Web
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the general supervision of the Information Technology & Systems Improvement Unit
Lead, the Information Specialist III (ISIII) will direct Web site development and ongoing Web
management activities for the Network for a Healthy California (Network), which promotes
healthy eating and physical activity among low-income populations. As part of the Network’s
Communications and Media Team, the incumbent is responsible for developing, designing,
producing and launching a new Fruit, Vegetable and Physical Activity Campaign Web site and
maintaining an existing Web site; facilitating an internal Web advisory team; developing or
coordinating the development of Web content and ensuring ongoing updates; responding to
queries received via the Web; developing and managing a variety of listservs; and representing
the Network at Web task forces and committees.

30 % Develops, designs, produces, launches and maintains the new Network Web site and
maintains the current Web site. Responsible for coordinating all approval processes; Manages
Web content and design, ensuring that the site is current and relevant to Network target
audiences.

20 % Identifies opportunities for utilizing the Web to reach Network target audiences; Ensures
the integration of the Web site with overall Network branding strategies and across various
public outreach campaigns; Coordinates an internal Web advisory team, soliciting and
responding to feedback as necessary;

20 %Tracks and reports monthly on Web site visitation statistics and responds to public queries
received via the Web; Oversees Web contracting activities, including scopes of work, contractor
selection, budgets, schedules, reporting and performance; Represents the Network on Department
of Health Services Web task forces and committees;

20 % Develops and manages various listserves; Provides technical support and guidance on Web
and Internet issues; Maintains current knowledge and information about Web standards and
strategies, especially related to low-income populations and social marketing.

20 % Contributes this knowledge and information to strategic and operational plans,
presentations and reports. Performs other duties as required.



DUTY STATEMENT
Marketing Manager I - Latino Campaign
Network for a Healthy California—Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Fruit, Vegetable, and Physical Activity Campaign Unit Manager, the Marketing
Manager I (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%

25%

20%

10%

10%

5%

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 the 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.

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.

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.

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 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.

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.

Performs other duties, as required.



DUTY STATEMENT
Marketing Manager I, African American Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Fruit, Vegetable, and Physical Activity Campaign Unit
Manager, Network for a Healthy California (Network) the Marketing Manager I (MMI) oversees
the design, implementation, and evaluation of the statewide African American Campaign
(Campaign) aimed at improving the health of Food Stamp eligible African American families
through increased consumption of fruits and vegetables and increased levels of physical activity.
The MMI assumes primary responsibility for a variety of activities within the Campaign
including the development, implementation, and evaluation of community interventions that
target Food Stamp eligible African American adults; oversight of Campaign personnel; resource
development; design and production of culturally appropriate nutrition education materials;
development of annual plans and reports; and administration of and on-going communications
with the African American Advisory Council. Specifically, the Marketing Manager I performs
the following duties:

30% Participates in the development of approaches to reach Food Stamp eligible African
American families. Coordinates research and evaluation of interventions in existing and
new channels for the Campaign. Assists the Network Research and Evaluation Unit with
development and tracking of evaluation methods for state program implementation
including: maintaining recording/tracking systems for intervention activities, reach and
frequency, demographics and materials inventory, and conducting pre- and
post-intervention key informant interviews.

25% Oversees African American Campaign staff in the implementation of Campaign activities
in the areas of media and public relations; research and evaluation; resource
development; faith channel outreach; retail; festivals; training; design and production of
culturally competent nutrition education materials; and communications with the African
American Advisory Council.

20% Manages contracts, grant programs, and on-going communications with regional lead
agencies. Conducts site visits, completes reports, and provides technical support /training
to the regional lead agencies and African American Advisory Council.

10% 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.

10% 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.



DUTY STATEMENT
Marketing Manager 1, Children’s Power Play! Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Fruit, Vegetable, and Physical Activity Campaign Unit Manager,
Network for a Healthy California (Network), the Marketing Manager I (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 Food Stamp eligible families. 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 I supervises the Children’s Campaign staff, including Marketing Specialists and
Outreach/Education Specialists. Specifically, the Marketing Manager I performs the following duties:

40%  Provides leadership related to the regional contractors to ensure successful accomplishment of
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 determine future modifications to
scope of work activities. Also collaborates with other Network staft (e.g., other targeted Fruit,
Vegetable, and Physical Activity Campaigns, Regional Network Unit, Community
Development Unit) providing oversight to Regional Network contractors. When required,
contributes to the development of the Request for Applications for regional contractors,
participates in evaluation of applications, and participates in contract negotiations.

15%  Develops and implements Campaign strategy and prepares annual plans and budgets. 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. Manages the development, implementation, and evaluation of select new children’s
initiatives, such as the expansion of the Power Play! Campaign’s target audience to include 6- to
8-year-old children from Food Stamp eligible families.

10%  Manages the development and updating of Power Play! 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.

10%  Works with the Communications Unit and contractors to coordinate the development and
placement of advertisements and public service announcements and to plan and conduct public
relations activities targeting children.

10%  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.

10%  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.

5% Performs other duties, as required.



DUTY STATEMENT
Marketing Manager I - Advertising
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision of the Marketing Manager II (Communications and
Media), the Marketing Manager I (Advertising) directs the advertising and media buying
activities of the Network for a Healthy California and Fruit, Vegetable, and Physical
Activity Campaigns, which encourage healthy eating and physical activity among Food
Stamp eligible populations. As part of the Network’s Communications and Media Team,
the incumbent manages the work of an advertising contractor responsible for the
conceptual development, production and distribution of television, radio, outdoor and
print advertisements; oversees research activities that support the development and track
the effectiveness of advertising campaigns; and develops media distribution strategies
and buying plans that enhance the impact of advertising campaigns. Requires current
knowledge, skills and experience in advertising, branding and marketing. Specifically,
the MMI performs the following duties:

70% Manages the creative development, production and approval processes for
advertising campaigns. Manages a media buying plan in strategically identified
media markets that comply with USDA guidelines. Identifies value-added and
special promotion options, including PSA placements and broadcast remotes.
Ensures the integration of advertising campaigns with overall Network branding
strategies and across varied community-based campaigns. Oversees advertising
contract activities, including scopes of work, contractor selection, budgets,
schedules, reporting and performance.

15% In collaboration with the Research and Evaluation Unit, oversees research
activities, including awareness studies and focus groups, designed to market test
and track advertising campaigns.

10% Maintains current knowledge and information about advertising standards and
strategies, especially related to Food Stamp eligible populations. Contributes this
knowledge and information to presentations and in writing reports for funders and
public health agency presentations.

5%  Performs other duties, as required.



DUTY STATEMENT
Marketing Manager I—Publications
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision of the Marketing Manager II (Communications and
Media), the Marketing Manager I (MMI) oversees the publication activities of the
Network for a Healthy California and Fruit, Vegetable, and Physical Activity Campaigns,
which encourage healthy eating and physical activity among Food Stamp eligible
families.

This position requires current knowledge, skills and experience in collateral development,
print production, and materials distribution. Specifically, the MMI performs the
following duties:

50% Manages the development, coordination and production of all Network
publications. This includes overseeing design, scheduling, budgeting, production,
and distribution. Works and interacts with various departments and manages third
party vendors including graphic design firms, writers, printers, media producers,
photographers and clearinghouse/fulfillment centers.

30% Manages the collateral clearinghouse/fulfillment center and oversees the
distribution plans for print and Nutrition Education Reinforcement Items (NERI).

10% Manages and coordinates photo shoots, stock photography searches, and
maintains a photo and artwork library for the Network and Fruit, Vegetable, and
Physical Activity Campaigns.

5%  Maintains consistency of corporate identity across all print materials by
establishing collateral design guidelines and templates and ensuring adherence to

the design standards.

5%  Performs other duties, as required.



DUTY STATEMENT
Marketing Manager II—Communications and Media (Unit Lead)
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general supervision of the Program Development Section Chief, the Marketing
Manager II (MMII) directs the public relations, advertising, and partner communication activities
of the Network for a Healthy California and Fruit, Vegetable, and Physical Activity Campaigns,
both of which promote healthy eating and physical activity among Food Stamp eligible families.
Consistent with Network goals and objectives, the MMII oversees communication and public
relations activities in all Network channels, as well as oversees the execution of Network
promotions and communication plans, including campaign elements with contract agencies,
material development and distribution plans, and media activities (such as paid advertisement
placement, Public Service Announcements (PSAs), spokespersons). 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; assists in the
preparation of grant applications; and develops cooperative projects with public and private
partners to expand the work of the Network. Specifically, the MMII performs the following
duties:

60%  Supervises and oversees all media, advertising, and public relations activities for the
Network. Determines work-scopes and administers contracts; develops, negotiates, and
monitors budgets for campaign public relations and advertising, including bids, contracts,
and setting-up cooperative projects with partners. Supervises management staff in the
Communications Unit. Directs the execution of the Network communication plan.

Writes progress and annual reports. Presents at professional gatherings, as appropriate.

20% Conducts joint planning, implementation, and evaluative activities with the Fruit,
Vegetable, and Physical Activity Campaigns. Coordinates reports for the Network and
the Fruit, Vegetable, and Physical Activity Campaigns in English and Spanish.

20% Represents the Network and Fruit, Vegetable, and Physical Activity Campaigns and
related projects to the media, partners, and other intermediaries.

10% Performs other duties, as required.



DUTY STATEMENT
Marketing Specialist III - Children’s Power Play! Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Program Administrator II, the Marketing Specialist III (MSIII) will
participate 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 will work 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 targets 9- to 11-year-old children and their families. The MSIII
will manage the Children’s Power Play! Campaign components of selected regional contractors and
provide ongoing technical assistance and training to regional staff; participate in the development,
revision, typesetting, and layout of a variety of program materials; prepare a variety of documents,
including reports and requests for proposals; and represent the Campaign at conferences and
professional meetings. In addition, the MSIII will participate in strengthening and developing new
Campaign components, including components for parents and for child engagement/empowerment.
Specifically, the MSIII will perform the following duties:

60% 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. Participates in the planning and execution of regional
coordinator meetings and training sessions. Develops training and technical assistance
tools for regional use. When required, participates in the establishment and training of
new Regional Networks for a Healthy California, including contributing to the
development of the Scope of Work and evaluating applications.

15% Participates in materials development and updating, including coordination of content
revisions, translation, and layout for a variety of program materials for adult
intermediaries, parents, children, policy makers, and opinion leaders.

15%  Assists with strengthening existing Campaign components and with developing new
components. May include strengthening of parent components and development of child
empowerment approaches.

5% Writes reports, requests for proposal, invitations to bids, and other professional documents.
Contributes articles to professional and consumer publications. Assists with resource
development activities. Represents the Campaign through presenting at and participating in
conferences and professional meetings.

5%  Other duties as required.



DUTY STATEMENT
Marketing Specialist 111, Retail Program
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Program Administrator II — Retail Program, Network for a Healthy
California (Network), the Marketing Specialist III (MSIII) participates in the development,
implementation, and evaluation of a statewide program aimed at improving the health of Food
Stamp Program (FSP) eligible adults and children through increased consumption of fruits and
vegetables and improved levels of physical activity.

The MSIII will work as a member of the Retail Program (Program) within the Fruit, Vegetable
and Physical Activity Campaigns to continue the successful operation and growth of the
Program, which targets supermarket, small chain and independent stores located in qualifying
(FSP eligible) neighborhoods and FSP eligible women and their families. The MSIII will
develop, revise, and layout a variety of appropriate program materials; provide technical
assistance to retailers and community lead agencies; prepare a variety of documents, including
reports, requests for proposals, and web site updates; represent the Program at conferences and
professional meetings; work with public and private partners in coordinating special projects;
recruit organizations to endorse, adopt, and/or adapt the Program interventions; and assist in the
expansion of the Program into new retail channels. Specifically, the MSIII will perform the
following duties:

60%  Assists with Retail Program planning, evaluation, fiscal management, and partnership
development with food and non-food retailers, commodity boards and other food industry
organizations. Coordinates collaborative activities with the National More Matters!
Program and other sister organizations. Participates in media and public relations
activities, develops print and electronic materials, and collaborates with the Children’s
Power Play! Campaign, Latino Campaign, and African American Campaign to
strengthen retail efforts in qualifying (FSP eligible) areas of the state.

20%  Assists with writing and presenting a wide variety of written and oral communications,
including administrative and research reports, web site updates, grants, professional
presentations, requests for proposals, contracts, and articles for publication. Helps to
prepare progress reports and annual state plans, as appropriate.

10% Works with the media and public relations contractors and the Network Communications
Unit to coordinate production, placement, and evaluation of retail activities. Develops
and maintains partnerships with electronic and print media outlets serving the retail
channel in California.

5%  Represents the program through presenting at and participating in conferences and
P p g p g
professional meetings nationwide.

5%  Performs other duties, as required.



DUTY STATEMENT
Marketing Specialist III, African American Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Marketing Manager 1 — African American Campaign
(Campaign), within the Fruit, Vegetable and Physical Activity Campaigns, under the Network
for a Healthy California (Network), the Marketing Specialist III (MSIII) participates in the
design, implementation, and evaluation of a statewide African American Campaign aimed at
improving the health of Food Stamp eligible 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 regional faith channel outreach; 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 I on an as needed
basis. Specifically, the Marketing Specialist III performs the following duties:

40% Manages contracts, grant programs, and ongoing communications with community
grantees. Conducts site visits, completes reports, and provides technical assistance and
training to the African American Campaign funded projects, special projects and other
channels as assigned.

20% Works with media and public relations contractors and the Network Communications
Unit to coordinate the production, placement, and evaluation of African American-
targeted advertisements and events. Coordinates the recruitment and training of the
African American Advisory Council spokespeople and community health leaders.
Generates partnerships with ethnic media to educate Food Stamp eligible African
Americans on healthy eating and physical activity.

20% Assists in the development and testing of nutrition education materials that target Food
Stamp eligible African American adults. Prepares reports and presentations for the
African American Campaign on a variety of public health topics related to the Food
Stamp eligible African American population.

10% Develops and maintains partnerships with public and private organizations. Assists with
coordination of the African American Advisory Council.

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.



DUTY STATEMENT
Marketing Specialist 111, Latino Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Marketing Manager 1, Latino Campaign (Campaign), within the Fruit,
Vegetable and Physical Activity Campaign under the Network for a Healthy California
(Network), the Marketing Specialist IIT (MSIII) participates in the design, implementation and
evaluation of a statewide campaign aimed at improving the health of Food Stamp eligible Latino
adults through increased consumption of fruits and vegetables and increased levels of physical
activity. The MSIII helps oversee the implementation of the Campaign by providing training
and technical assistance to assigned regional lead agencies. The MSIII works with the Network’s
Communications Unit to coordinate targeted community events; prepares a variety of documents
and reports to ensure USDA guidelines are followed; represents the Campaign at conferences
and meetings that serve the interests of Food Stamp eligible Latino families; works with public
and private partners to ensure the Campaign’s nutrition education messages reach Food Stamp
eligible Latino families; and develops, revises, and produces a variety of culturally appropriate,
bilingual program materials. Specifically, the MSIII performs the following duties:

30% Provides technical assistance and training to regional lead agencies to ensure
implementation of Campaign interventions and adherence to USDA guidelines.

20% Develops and maintains partnerships with public and private organizations that serve
Food Stamp eligible Latinos. Recruits target organizations to endorse, adopt, and/or adapt
the Latino Campaign’s interventions.

20%  Writes reports and other professional documents to help manage the success of each
regional lead agency. Updates 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.

10% Develops and tests culturally appropriate, Spanish- and English-language 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, and targeted community-based
organizations. Assists with the development and pilot testing of new intervention
strategies that target Food Stamp eligible Latino adults. Provides cultural competency in
the development of materials and projects for the Network.

10%  Assists with evaluation studies, including key informant interviews, process evaluations,
and outcome evaluations targeting Food Stamp eligible Latinos.

5%  Represents the Campaign by presenting at and participating in conferences and
professional meetings that serve the interests of Food Stamp eligible Latino families.

5%  Performs other duties, as required.



DUTY STATEMENT
Marketing Specialist II1- Worksite Program
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Fruit, Vegetable & Physical Activity Campaign and the Program
Administrator II (PAII) Worksite Program (Program) Manager for the Network for a Healthy California
(Network), the Marketing Specialist III (MSII) 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 MSIII will work as a member of the Network for a Healthy California - Worksite Program team to
continue the successful operation and growth of the Program, which targets worksite low-wage
employees, worksite gatekeepers, and policy makers. The MSIII will develop, revise, and layout a variety
of appropriate program materials; provide technical assistance to employers, workplace policy makers
and intermediaries and community lead agencies; prepare a variety of documents, including research
reports, requests for proposals, and website updates; represent the Program at conferences and
professional meetings; work with public and private partners in coordinating projects; recruit
organizations to endorse, adopt, and/or adapt the Program interventions; and assist in the expansion of the
Program into new worksite channels. Specifically, the MSIII will perform the following duties:

50%  Assist with the Network for a Healthy California - Worksite Program planning, writing, research,
operations and evaluation, fiscal management, partnerships with industry organizations, coordination of
collaborative activities with the California Task Force on Youth and Workplace Wellness, Produce for
Better Health Foundation, National Fruit and Veggie More Matters Program and other organizations.
Participate in media and public relations activities, develop print and electronic materials and collaborate
with Network for a Healthy California — Retail, African American, Latino Campaigns and California
Project Lean and Center for Physical Activity to strengthen worksite health promotion efforts throughout
the state.

30%  Assist with writing and presenting a wide variety of written and oral communications, including
administrative and research reports, web site updates, grants, professional presentations, requests for
proposals, contracts, and articles for publication. Helps to prepare progress reports and annual state plans,
as appropriate.

10%  Work with the media and public relations contractors and the Network Communications Unit to
coordinate production, placement and evaluation of worksite activities. Develop and maintain
partnerships with electronic and print media outlets serving employers and human resource professionals
in California.

10% Represent the program by presenting at and participating in conferences and professional
meetings. Other duties as required.



DUTY STATEMENT
Marketing Specialist ITII — Policy, Partnerships and Planning Unit
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the general direction of the Health Program Specialist II (HPSII), of the Network for a
Healthy California (Network), the Marketing Specialist IIT (MS III) will provide planning,
program development, and technical assistance support to nutrition and physical activity projects
at the state, regional, and local levels. The MS III will assist in promoting Network goals and
objectives through the Partnerships Development Infrastructure, including the Network Steering
Committee (NSC), Action Teams, 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:

40% Works with the HPSII and Development Specialist II to maintain effective coordination
between Regional Network Lead Agencies, Regional Collaborative, Local Incentive Awardees,
Local Food Nutrition Education projects and other FSNE special projects and external partners
by providing assistance in planning and staff support for the FSNE Network Steering Committee.
The MSIII will take the lead on facilitating and coordinating the NSC Action Teams and one
advisory committee, such as FANOut. The MSIII provides specialized support for health
disparities, food security, food access and food stamp program issues and activities.

20% Maintains, facilitates, and assesses Network relationships with partners or potential
partners in public, nonprofit, and private sectors for long-term participation and collaboration on
FSNE program and activities, especially with healthcare and food security partners. Works with
the HPSII to maintain effective coordination between Regional Network Lead Agencies,
Regional Collaboratives, Local Incentive Awardees, other FSNE projects and external partners
by providing planning and staff support for the operation of the FSNE Network Steering
Committee, FSNE Sharing Forums and advisory committees.

15%  Assists 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% Program manager for special project contract, California Medical Association Foundation
working on FSNE and healthcare providers. This involves reviewing and negotiating project

work plans and subcontracts, and monitoring project performance.

5%  Performs other duties, as required.



DUTY STATEMENT
Marketing Specialist III — Public Relations
Network for a Healthy California — Program Development Section
Public Health Institute

Under the direction of the Health Program Specialist I (Pubic Relations Manager), the
Marketing Specialist IIT (MSIII) will participate in the design, implementation, and
evaluation of public relations activities for the Network for a Healthy California
(Network) and its Fruit, Vegetable and Physical Activity Campaigns, which encourage
healthy eating and physical activity among low-income populations to help prevent
obesity, type 2 diabetes, certain types of cancer, and other chronic diseases. As part of
the Network’s Communications Unit, the MSIII will: develop, write, and edit a variety of
communications collateral materials including those intended for general information,
reports, articles, and the Internet; provide technical assistance to internal staff and
external partners; design and maintain the Communication Unit’s media library; represent
the Network and Communications Unit at conferences and meetings, and assist with the
oversight of media partnerships. The position requires a bachelor’s degree and current
knowledge, skills, and three years of experience in public relations, media outreach,
and/or marketing, media outreach, excellent writing, presentation and organizational
skills, and desire and ability to work in a fast-paced and collaborative team environment.

DUTIES

55% Assist with developing, writing, and editing written and oral communications
including articles, talking and message points, and reports for internal and
external use, provide technical assistance to internal staff and external partners,
and assist with coordination of media and other partnerships.

20% Design and maintain Communications Unit’s media library.

10%  Assist with coordination of media training designed to enhance the skills of
Network regional partners and internal staff.

10% Represent the Network at events, conferences, and professional meetings.

5%  Other duties as required.



DUTY STATEMENT
Marketing Specialist III — Advertising and Media
Network for a Healthy California — Program Development Section
Public Health Institute

Under the supervision of the Marketing Manager 11, the Marketing Specialist III (MSIII)
provides coordination of media/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 Marketing Manager II and work with the Communications and Marketing
Managers on strategic market research, targeted communication efforts for media
coverage, event planning, and the production of new media/public relations materials
including the advertisements, fact sheets, and media kits. Varied tasks utilizing
communications and marketing skills, desktop publishing, and database management are
expected. 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:

25% Executes and evaluates daily operations with the Network media/public relations
plan. Ensures coordination among Network and Fruit, Vegetable, and Physical
Activity Campaigns activities, and provides support to senior staff on targeted
communication efforts.

25%  Assists with the warehouse distribution system, which includes the creation,
publication and distribution of new communication tools, such as brochures,
cookbooks, and other collateral materials. Manages and controls inventory and
reproduction as needed and provides oversight to respective contractors, as
required.

25% Coordinates the development and distribution of media kits, releases, and
information kits, as required. Assists with the execution of spokesperson training,
media tours, events, and seasonal promotions.

15% Coordinates and manages communication with departmental staff, contractors and
partners regarding media flights, public relations activities, and overall

promotions.

10% Perform other duties, as required.



Duty Statement
Marketing Specialist IIl—Materials
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Marketing Manager II (Communications and Media) and in
collaboration with the Marketing Manager I—Publications, the Marketing Specialist III (MSIII) assists
with 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 Food Stamp eligible families. As part of the
Network’s Communications and Media Team, the MSIII is responsible for project intake, coordinating
design and production, securing appropriate approvals, developing print specifications, obtaining
competitive estimates from vendors, and ensuring delivery of quality materials. The MSIII also assists
with the Network warehouse, inventory, distribution and customer fulfillment program, providing reports
and initiating reorders as necessary. The position requires at least three years of experience in
coordinating the production of four-color print and promotional materials, knowledge of design and
printing processes and standards, exceptional organizational skills, understanding of warehouse and
inventory management systems, strong ability to work with vendors, excellent facilitation and
communications skills, and ability to work in a team environment. Familiarity with online inventory
systems, project tracking systems, and design software is useful. Specifically, the MSIII performs the
following duties:

35% Facilitates meetings with key staff to 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%  Works with designers to develop 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.

25%  Assists the MMI—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. Assures service oriented customer fulfillment system, updating call
center scripts as necessary. Generates reports of call volume and other relevant statistics
regarding call center queries. 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.



Duty Statement
Marketing Specialist III—Publications
Network for a Healthy California — Program Development Section
Public Health Institute

Under the general direction of the Marketing Manager II (Communications and Media) and in
collaboration with the Marketing Manager I—Publications, the Marketing Specialist IIT (MSIII) assists
with 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 Food Stamp eligible families. As part of the
Network’s Communications and Media Team, the MSIII is responsible for project intake, coordinating
design and production, securing appropriate approvals, developing print specifications, obtaining
competitive estimates from vendors, and ensuring delivery of quality materials. The MSIII also assists
with the Network warehouse, inventory, distribution and customer fulfillment program, providing reports
and initiating reorders as necessary. The position requires at least three years of experience in
coordinating the production of four-color print and promotional materials, knowledge of design and
printing processes and standards, exceptional organizational skills, understanding of warehouse and
inventory management systems, strong ability to work with vendors, excellent facilitation and
communications skills, and ability to work in a team environment. Familiarity with online inventory
systems, project tracking systems, and design software is useful. Specifically, the MSIII performs the
following duties:

35%  Facilitates meetings with key staff to 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%  Works with designers to develop 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.

25%  Assists the MMI—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. Assures service oriented customer fulfillment system, updating call
center scripts as necessary. Generates reports of call volume and other relevant statistics
regarding call center queries. 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.



DUTY STATEMENT
Office Administrator
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under direction of the Administrative Operations Section Chief, the Office Administrator (OA)
supervises plans, organizes, and directs the complex work of staff that supports all clerical
functions for the Network for a Healthy California (Network). The OA oversees the following;
completion of FSNE program documents, the annual USDA Plan and Reports, special projects,
finalizes all correspondence, works with unit leads to assure all units’ tasks are assigned and
completed in a professional and timely manner. Specific duties include but are not limited to:

25%

25%

20%

10%

10%

5%

5%

Will supervise and provide the lead for general administrative support to program staff
through clerical staff. This includes typing, filing, attendance, travel claims,
monitoring/ordering supplies and equipment.

Receives, prioritizes, and assigns all tasks to distribute clerical workload, recruits,
interviews and selects prospective new clerical employees, arranges for training,
approves use of sick leave and vacation, evaluates performance of clerical support staff,
and holds regular meetings with clerical staff to discuss work and related matters.

Acts as staff liaison to the Section/Unit Chiefs, independently preparing correspondence
to members on routine business matters, taking minutes of meetings, and establishing and
maintaining master files for the group.

Coordinates with Section/Unit Chiefs on Network workload issues, scheduling of
meeting, typing of confidential documents, and progress of special assignments. Prepares
drafts of letters and memos for Section Chiefs and other Managers.

Attends Unit meetings to stay abreast of program issues and priorities in order to better
access and coordinate conflicting workload. Communicates with Section’s technical and
professional staff to resolve problems, receive instruction, and/or report on job progress.

Oversee human resources and personnel issues for support staff.

Other duties as assigned

FFY 2008 Plan



DUTY STATEMENT
Outreach Education Specialist I, Fruit, Vegetable, and Physical Activity Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the California Fruit, Vegetable, and Physical Activity Campaign Manager,
Network for a Healthy California (Network), the Outreach Education Specialist I (OES I)
coordinates meetings and trainings for each of five initiatives that target Food Stamp Program (FSP)
eligible families, including the Children’s Power Play! Campaign, Latino Campaign, African
American Campaign, Retail Program, and Worksite Program. The OES I provides staff support on
special Campaign projects, which target FSP eligible families. The OESI conducts literature
reviews and internet searches on a variety of public health and marketing topics, assists with the
coordination and staffing of Campaign exhibits at professional conferences, and coordinates the
preparation and dissemination of contractual documents. The OES I also assists with the
development and updating of Campaign materials, both hard copy and electronic, and coordinates
monthly Campaign updates to internal staff and partners. Specifically, the OES I performs the
following duties:

35% Works with Campaign staff to coordinate meetings with advisory committee members,
regional lead agency representatives, partners, community intermediaries, and state-level
representatives. Works with Campaign staff to coordinate trainings for regional lead agency
representatives, community health leaders, and other community intermediaries. Provides
overall staff support on special Campaign projects.

25% Provides assistance to Campaign staff in conducting literature/material reviews and internet
searches on a variety of public health and marketing topics. Provides assistance to
Campaign staff in preparing written abstracts for submission to professional conferences.
Assists with the coordination and staffing of Fruit, Vegetable, and Physical Activity exhibits
at professional conferences, workshops, tradeshows, and seminars. Compiles and maintains
an information resource library of articles, newsletters, trade journals, papers, books, and
other related resources related to health education, health communications, nutrition
education, physical activity, and other related fields. Develops a briefing system to keep the
Fruit, Vegetable, and Physical Activity Unit updated on the latest information technologies
and practices.

20%  Assists with the development and updating of Fruit, Vegetable, and Physical Activity
materials, both hard copy and electronic, and coordinates monthly Fruit, Vegetable, and
Physical Activity updates to internal staff and partners.

15% Coordinates the preparation and dissemination of 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.

5% Performs other duties, as required.



DUTY STATEMENT
Outreach/Education Specialist II, Children’s Power Play! Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Marketing Manager I, Network for a Healthy California (Network), the
Outreach/Education Specialist II (OESII) participates in 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 OESII works as a
member of the Children’s Power Play! Campaign (Campaign) team to continue the successful operation
and growth of the Campaign, which currently targets 9- to 11-year-old children from Food Stamp eligible
families. The OESII provides oversight and technical assistance to regional contractors in the
implementation of the Power Play! Campaign scope of work activities. The OESII also provides
leadership for the development and implementation of evaluation strategies; develops and maintains
partnerships and manages special partner projects; participates in program planning and reporting;
presents at professional conferences and meetings; and provides back-up support to the Power Play!
Campaign Marketing Manager. Specifically, the Outreach/Education Specialist II performs the following
duties:

50% Provides oversight and technical assistance to select regional contractors to ensure successful
accomplishment of Power Play! Campaign objectives and completion of related scope of work
activities. Reviews incoming reports and provides technical assistance and training through site
visits, telephone, e-mail, and other communication mechanisms. Participates in the planning and
execution of meetings and training sessions for regional Campaign staff. Collaborates with other
Network staff (e.g., other targeted Campaigns, Regional Network Unit, Community Development
Unit) providing oversight within designated regions. When required, contributes to the
development of the Request for Applications for regional contractors, participates in evaluation of
applications, and participates in contract negotiations.

25%  Provides leadership in 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. Contributes substantially to the
development of evaluation-related resources, training, and technical assistance for regional
contractors. Acts as the Campaign liaison to the Research and Evaluation Unit.

10%  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 children and families from Food
Stamp eligible households.

10%  Participates in determining program strategy, developing written plans, and budgeting. Writes
reports, requests for proposal, invitations to bids, and other professional documents. Contributes
articles to professional and consumer publications. Represents the Campaign through presenting
at and participating in conferences and professional meetings.

5% Performs other duties, as required.



DUTY STATEMENT
Program Administrator II
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the general direction of the Administrative and Fiscal Services Unit lead of the California
Department of Public Health (CDPH), Network for a Healthy California (Network), and the PHI Program
Administrator III, the Program Administrator II (PA II) provides direction for financial contract support,
personnel consultation, technical assistance, and oversight of the scope of work for a master contract;
with special emphasis on nutrition education and promotion of physical activity among low- income
households with children. 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:

30%  The incumbent works closely with the Program Administrator III to develop, negotiate,
implement, and monitor subcontracts for the Network programs which includes public
and private contractors (e.g., local health departments, city governments, universities,
colleges, school districts, and park and recreation agencies, faith, food security task force,
and healthy cities).

15%  Assists the Program Administrator IIT and accounting team with reviews of contractor
scopes of work and invoices for accuracy on contract, budget, mathematical computation,
and cost appropriateness for assigned contractors. Prepares necessary encumbering and
disencumbering forms.

20%  Assists in training of contractors/grantees on federal and state fiscal and program
requirements. Prepares reports, documents, and correspondence in response to requests
from various organizations including the public, health providers, and department
personnel. Participates on various program quality improvement projects.

25%  Provides back-up support to the PA III with regard to budgeting, personnel management,
special projects and other assignments. Assists with writing the administrative and fiscal
sections of the USDA annual plan and USDA interim and final reports. Assists with
other writing assignments as needed.

5% Assists in the development of Request for Proposals (RFPs) and Request for
Applications (RFAs) and the subsequent contract language ensuring all appropriate State,
Federal, and intra-departmental policies and regulations are incorporated. Reviews and
completes assessment of submitted applications. Negotiates and recommends approval of
contracts.

5% Performs other duties as required.



DUTY STATEMENT
Program Administrator II - Children’s Power Play! Campaign
Network for a Healthy California—Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Fruit, Vegetable, and Physical Activity Campaign Unit Manager, the Program
Administrator II (PAII) will function as a member of the Section team by coordinating the
implementation and maintenance of state- and community-level interventions designed to increase fruit
and vegetable consumption and physical activity levels among low-income, food stamp eligible children,
youth, and their families. The PAII will oversee the administration of social marketing interventions
targeting children/youth; manage a variety of systems and quality improvement efforts within the Unit;
lead a Section wide children/youth coordinating committee to improve coordination and collaboration
among the Section’s programs and projects serving children and youth; provide leadership related to the
preparation of a wide variety of written and oral communications; establish and maintain partnerships
with public and private organizations to extend the work of the Section; and collaborate with state- and
community-level groups to promote environmental changes that make it easier for low-income children,
youth, and their families to choose fruits, vegetables, and physical activity.

Specifically, the PAII performs the following duties:

55%  Oversees all aspects of the Network for a Healthy California—Children’s Power Play! Campaign
targeting elementary school age children from food stamp eligible families. Responsibilities
include oversight of all Campaign-related activities of the Regional Network 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; development and maintenance of
partnerships with public and private organizations; and supervision of three Campaign staff.

10%  Collaborates with the Unit Manager in overseeing the development, implementation, and
evaluation of Harvest of the Month. Collaborates with staff working on youth initiatives and other
youth empowerment activities.

10%  Manages a variety of systems and continuous quality improvement efforts within the Unit,
including systems to maintain accurate and accessible records and files, improve coordination
among programs, maintain consistent messaging across programs, ensure appropriate targeting of
state and regional interventions, and integrate appropriate physical activity messaging into
Campaigns/Programs.

10%  Chairs a Network children/youth coordinating committee and manages selected cross-Unit
projects related to children/youth. Ensures committee representation from all appropriate Network
Units and the California Department of Education liaison to the Network; facilitates
communication among members through regular meetings and e-mail; establishes and
coordinates subcommittees, as appropriate; and communicates regularly with Network
management regarding the committee’s activities. Manages selected cross-Unit projects, such as
the development of information pieces describing the Network’s work with children/youth, the
development and testing of child- and youth-specific branding and messaging strategies, and
coordination with U.C. Davis Food Stamp Nutrition Education Program staff.

5% Works with staff to establish and maintain partnerships with public and private organizations
serving children, youth, and families to extend the work of the Network, both financially and
programmatically, and to promote environmental changes that make it easier for low-income
children, youth, and families to choose fruits, vegetables, and physical activity.



DUTY STATEMENT
Program Administrator II - Children’s Power Play! Campaign
Network for a Healthy California—Policy, Planning and Evaluation Section
Public Health Institute

5% Prepares a wide variety of written and oral communications, including administrative reports,
contracts, grants, consumer- and intermediary-targeted materials, professional presentations, and

articles for publication.

5% Performs other duties as required.



DUTY STATEMENT
Program Administrator I, Worksite Program
Network for a Healthy California—Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Fruit, Vegetable, and Physical Activity Campaign Unit Manager, the Program
Administrator II (PAII) manages the design, implementation, and evaluation of a statewide social
marketing campaign aimed at improving the health of predominately low-wage, food stamp eligible
workers through increased consumption of fruits and vegetables and improved levels of physical activity.
The PAII 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; development and updating of Worksite Program materials; maintenance of regional
program implementation through multiple Regional Networks; 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.

Specifically, the PAII performs the following duties:

65%  Manages the strategic development, planning, statewide and regional implementation,
maintenance, and budgets for the Worksite Program. Oversees and participates in the
development, testing, and production of materials targeted to predominately low-wage
employees, business leaders, and appropriate partners and stakeholders. Collaborates with the
targeted Campaigns/Programs and other Network for a Healthy California projects to strengthen
worksite efforts statewide. Collaborates and coordinates activities with the California Task Force
on Youth and Workplace Wellness and other worksite-related groups both statewide and
nationally. Manages and provides oversight for worksite-related scopes of work for multiple
Regional Networks. Provides staff supervision for one Worksite Program staff.

10%  Manages the development and implementation of process and impact evaluations targeting
predominately low-wage workers. Develops and maintains systems for tracking statewide and
regional worksite interventions.

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%  Promotes partnerships with public, nonprofit, and private sector workplaces serving
predominately low-wage employees to extend the work of the Worksite Program.

5% Performs other duties, as required.



DUTY STATEMENT
Program Administrator Il - Retail Program
Network for a Healthy California— Policy, Planning and Evaluation Section
Public Health Institute

Under the general supervision of the Fruit, Vegetable, and Physical Activity Campaigns and Programs
Unit Manager, the Program Administrator II (PAII) manages all activities related to the Network for a
Healthy California—Retail Program, liaises with produce industry stakeholders on behalf of the
Network for a Healthy California (Network); develops Network nutrition standards with Research and
Evaluation Unit and in collaboration with other Network staff, plans Fruit, Vegetable, and Physical
Activity Campaigns and Programs Unit trainings and coordinates with overall training goals for the
section. Responsibilities include leading Retail Program planning, implementation, evaluation, and
fiscal management; developing partnerships between produce industry stakeholders and Network
campaigns, programs, special projects, and local incentive awardees; developing and communicating
approved nutrition standards to Network staff; and planning training calendars and activities.

Specifically, the PAII performs the following duties:

55% Directs the strategic planning, implementation, process and outcome evaluation, and fiscal
management of the Network for a Healthy California—Retail Program (Retail Program).
Develops annual plans for Retail Program interventions that target low-income consumers and
community-based organizations and partners. 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. Develops, tests, and trains Network staff how to implement fruit and vegetable
promotional activities in the retail environment. Coordinates retail interventions with industry
events and media and public relations activities. Supervises Retail Program staff.

20% 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. Leverages produce industry partnerships to integrate
Harvest of the Month materials into the Networks’ multiple campaigns and programs.
Maintains produce industry partnerships by inviting produce industry representatives to
participate in the Fruit and Vegetable Promotion Action Team and assisting in the
administration and direction of the group.

10%  Contributes to the development and maintenance of Network nutrition standards by chairing a
Nutrition Standards and Guidelines Team, assisting in the development of a Network Recipe
library, developing and communicating nutrition related guidelines for materials and
publications, develops and conducts in-house nutrition trainings for Network programs and
campaign staff.

10% 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.
q



DUTY STATEMENT
Program Administrator III
Network for a Healthy California — Administrative Operations Section
Public Health Institute

Under the supervision of the Network for a Healthy California (Network) Administrative and Fiscal
Services Unit lead, the Program Administrator III (PA III) provides overall administrative guidance in all
phases of implementing the PHI administered Food Stamp Nutrition Education (FSNE) Program
contracts, including faith-based fruit and vegetable campaign subcontracts, personnel and programmatic
analytical and fiscal services. PA III evaluates and reconciles the Public Health Institute’s (PHI) contract
budget within budgetary process; analyzes and advises senior staff on available budgetary resources; and
advises staff on upcoming contracts/grants regarding protocol and fiscal requirements; assesses
compliance with fiscal guidelines; maintains current program and budgetary information on all contracts,
grants, and interagency agreements; and prepares fiscal reports, budget proposals/revisions, and
expenditure reports. Other duties include the coordination with the Human Resource Department and
Network unit leads of all personnel recruitment and human resource activities of PHI employees. The PA
IIT makes recommendations to the Network’s Administrative lead relevant to Network/FSNE needs
regarding contract personnel, personnel changes and for equipment, space allotment, and assignments.
Specifically the incumbent performs the following duties:

15%  Establishes, maintains, and evaluates fiscal monitoring systems for tracking FSNE expenses and
budget expenditures, provides fiscal analysis, and completes required fiscal reports. Oversees the
fiscal management of PHI/Network operational procedures and policies. Acts as co-lead in the
coordination of progress reports to the United States Department of Agriculture, other funders
and on the annual USDA Plan.

20%  Assists with the implementation of the FSNE program, including responding to routine inquiries,
in the monitoring of program deliverables, and in developing systems to monitor materials,
distribution to local FSNE projects, and utilization. Assists in resource development, program
reports, coordinating encumbrance of funds, and maintaining records.

20%  Oversees onsite human resources for contract staff, including recruitment and assuring adherence
to personnel policies such as performance evaluations, merit salary adjustments, and reporting.
Assists supervisors with section personnel policies.

15%  Oversees office operations including purchasing, acquisition of equipment, space planning,
development of office procedures, and communications with headquarters office. Assists in the
selection and/or development and management of computer databases, and provides support in
the compilation and management of program data.

10%  Serves in an advisory capacity at senior staff meetings and workgroups for; USDA Annual Plan
and annual report; Annual Network Conference; Web Committee; and for Network/PHI protocol.

5% Provides leadership to Network/PHI unit leads on strategic planning and methods of increasing
efficiency of program implementation, workload and intra-unit communications.

5% Assists Network project staff developing Request for Proposals, Request for Applications,
Invitation to Bid and Sole-source purchases.

5% Oversees the PHI budget section of the USDA annual plan.

5% Performs other duties as required.



DUTY STATEMENT
Programmer Analyst I
Network for a Healthy California — Administrative Operations Section

Under the general supervision of the Information Technology & Systems Improvement Unit Manager,
Network for a Healthy California (Network), the Programmer Analyst I position is responsible for the
management and ongoing development on the Network’s centralized contract management database
(GIFTS), as well as other database related projects within the section.

20% - GIFTS Database Management: Responsible for the management of GIFTS, the section’s
centralized contract management database. This involves compiling, importing, and updating data from
various sources within the Network, performing data validation, and running batch updates. This
position is also responsible for administrative functions, such as adding/deleting users, setting
permissions, backing up the SQL database and restoring if needed.

20% - GIFTS Training and Technical Assistance: Provide technical assistance and training to
Network staff on how to use the system. Instruct users on Network procedures for standardized data
entry. Provide hands-on training to new users and classroom-style trainings for ongoing user education.
Update GIFTS tip sheets and procedural documentation regularly.

20% - Ongoing GIFTS Development: Create additional tables and forms in GIFTS as data needs
change. Create templates for program letters and broadcast emails based on hardcopy examples.
Design saved searches, views, and reports within GIFTS for use by staff. Continue development of
custom methods to track the complex Network budget. Interface with Microedge consultants on new
features, as needed. Interface with Microedge on bug reports and feature requests.

15% - Other Database Management and Design: Design additional, non-GIFTS related databases for
data collection and compiling as needed. Provide technical assistance to Network staff on database
design. Provide input on database projects undertaken contractors or partner agencies, as requested by
program managers.

10% - Data Compilation for USDA Plan/Report: Responsible for compiling data from Project
Summary Forms via custom Access database, then generating reports according to the USDA Plan
template and the USDA Report template. Also includes assisting in the development of the Project
Summary Form annually to ensure the data is easily importable.

10% - Participate In Section-Wide System Improvement Activities: Advises workgroups related to
systems improvement. Assists in development of policies related to data collection/transmittal/storage,
Provides technical assistance with electronic form development, quality control monitoring, process
standardization, and procedural documentation.

5% - Other duties as required.



DUTY STATEMENT
Program Director I (50% time)
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the direction of the Policy, Planning and Evaluation Section Chief and with guidance from the
Health Program Specialist II (HPSII) within the Network for a Healthy California (Network), the Program
Director I develops and implements school and community policies and programs for promoting
increased consumption of fruits and vegetables; nutrition education and physical activity, with a focus on
low-income communities, children and families.

This includes identifying and mobilizing leadership for food stamp promotion and increasing nutrition
assistance program access through state and local education, social service, agriculture and child care
agencies, departments, boards and councils; serving as administrative liaison with the Department of
Education, Nutrition Services Division and providing oversight and guidance to assigned Network
projects and contracts.

The position will provide leadership and serve on leadership councils and committees; provide technical
assistance to other projects and programs in state departments and agencies; and share representation at
various nutrition assistance program, nutrition education and physical activity related committees,
meetings, councils and conferences. The position is responsible for staying informed of current nutrition
assistance program issues. The position is also responsible for other duties as required.

The position will coordinate and collaborate with the California Department of Public Health, Education,
Social Services, Agriculture, and a variety of hunger, nutrition and health-focused advocacy organizations
in order to integrate the Food Stamp Program into national, state and local efforts to improve nutrition
education, access to the Food Stamp Program, increase consumption of fruit and vegetables and food
security.

15% (SNAP- State Departments of Education/Health/Social Services/Agriculture) — Serving as a
voice for child nutrition programs in supporting Food Stamp promotion in food assistance
programs through coordination and information sharing.

20% (IFAC/FANOut - County Departments/Food Security and Advocacy
Organizations/WIC/CNAC/CASBO/CSFSA) — Elevating Food Stamp promotion in CDE and
serving as a voice for schools and child care in building county-based food systems.

20% (Pre-School/Early Childhood — First 5/WIC/Resource and Referral/Head Start/Interagency
Child Care Outcomes/CCFP Roundtable/DSS Community Care Licensing) — Elevating Food
Stamp promotion and nutrition education/physical activity in child care and education settings.

35 % (Nutrition Network Project Team - First 5/CFPA/Farm to School/Food Security/Education)
— Serving as resource on policy and project design to support expansion of systems and processes
to the larger community.

10% Other duties as assigned.



DUTY STATEMENT
Research Associate 11

Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist II and the general direction of the Policy,
Planning and Evaluation Section Chief, the Research Associate II (RAII) will assist in the
identification and production of geographic/demographic data for program planning and
targeting, preparation of research reports 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
(CalCEEPS)], and participate in other research and evaluation projects as required. Writes
technical reports and research articles for publication by the Network, completes data tables from
raw data output and narrates results to include in reports.

35%  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 FPL; 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 GIS system. Examples of data include U.S. Census
data, and California Department of Education summary data. Maintain technical
documentation for all completed work and become familiar with the technical manuals of
the 4 different Census 2000 datasets (SF1, SF2, SF3, SF4). Provide training to Network
staff on use of Census tables and Dept. of Education Dataquest website. Assist contractor
in training staff and contractors how to use Network GIS.

25%  Coordinates completion of data tables and data analysis for research projects, including
data entry and double-checking tables; assist in the preparation and conduct of research
projects

15%  Conducts literature searches on research topics; performs fact checking of materials
submitted by Communications and Campaigns units. Coordinates Unit contribution to
Communications newsletter and writes brief research articles directed towards Network
FSNE contractors.

10%  Works with Microsoft Access writing SQL queries, merging data, and creating relational
datasets. Use a GIS software package (ESRI ArcGIS) for importing and joining data,
creating layouts and maps of data for reporting, spatial querying of data, etc. to be used
by State staff and local contractors for program planning and population targeting.
Incorporate any results into a web-based GIS system (http:/www.cnngis.org).

10%  Assists with the preparation of Section grant plans and annual reports. Participate in
technical writing of research reports for publication by the Section.

5% Carries out other duties as required.



DUTY STATEMENT
Research Associate I1

Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the supervision of the Research Scientist IT and the general direction of the Policy,
Planning and Evaluation Section Chief, the Research Associate II (RAII) will assist in the
identification and production of geographic/demographic data for program planning and
targeting, preparation of research reports 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
(CalCEEPS)], and participate in other research and evaluation projects as required. Writes
technical reports and research articles for publication by the Network, completes data tables from
raw data output and narrates results to include in reports.

35%  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 FPL; 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 GIS system. Examples of data include U.S. Census
data, and California Department of Education summary data. Maintain technical
documentation for all completed work and become familiar with the technical manuals of
the 4 different Census 2000 datasets (SF1, SF2, SF3, SF4). Provide training to Network
staff on use of Census tables and Dept. of Education Dataquest website. Assist contractor
in training staff and contractors how to use Network GIS.

25%  Coordinates completion of data tables and data analysis for research projects, including
data entry and double-checking tables; assist in the preparation and conduct of research
projects

15%  Conducts literature searches on research topics; performs fact checking of materials
submitted by Communications and Campaigns units. Coordinates Unit contribution to
Communications newsletter and writes brief research articles directed towards Network
FSNE contractors.

10%  Works with Microsoft Access writing SQL queries, merging data, and creating relational
datasets. Use a GIS software package (ESRI ArcGIS) for importing and joining data,
creating layouts and maps of data for reporting, spatial querying of data, etc. to be used
by State staff and local contractors for program planning and population targeting.
Incorporate any results into a web-based GIS system (http://www.cnngis.org).

10%  Assists with the preparation of Section grant plans and annual reports. Participate in
technical writing of research reports for publication by the Section.

5% Carries out other duties as required.



DUTY STATEMENT
Research Associate IV

Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

The Research Associate IV works under the leadership of the Policy, Planning and Evaluation Section
Chief of the Network for a Healthy California (Network) and the Research Scientist II. The Research
Associate IV (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 Food Stamp nutrition education interventions, including the California Dietary Practices
Survey (CDPS), the California Teen Eating, Exercise and Nutrition Survey (CalTEENS), the California
Children's Healthy Eating and Exercise Practices Survey (CalCHEEPS) , Semi-Annual Activity Report
(SAAR), and other evaluation projects as required. RAIV acts as project coordinator on at least one
survey or other major Network evaluation project and at least one program evaluation project, in addition
to serving as a research and evaluation consultant for section programs. 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 Food Stamp
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. Specific duties include:

35%  Coordinates development, implementation, and analysis of one major in-house evaluation survey,
e.g., CDPS, CalTEENS, or SAAR, including preparation of reports on findings to share with local
contractors, regional lead staff, educators, and other professionals who work with Food Stamp
recipients and eligible persons.

25%  Serves as evaluation liaison for formative, process, and outcome evaluation for African American
Campaign, Asian Pacific Islander Campaign, or Harvest of the Month—Network Food Stamp
nutrition education interventions— as assigned. Coordinates formative research projects;
contributes to design and development of evaluation projects, contract development and
monitoring, development of focus group materials and structured interviews, monitoring
interviews, and review of contractor reports.

10%  Provides evaluation support for two Regional Networks, 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.

10%  Provides expert review of media material supporting Network activities and release of Network
reports.

10%  Serves as the Network evaluation liaison for California surveillance workgroups, e.g., the
Behavioral Risk Factor Survey or California Health Interview Survey. Tasks will include
attendance at meetings, participation in questionnaire development, and development of questions
and data analysis plans that support Network objectives with Food Stamp participants and eligible
persons and related food insecurity issues.

5% Assists with the preparation of Section grant applications and progress reports.

5% Performs other duties as required.



DUTY STATEMENT
Research Associate IV

Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

The Research Associate IV works under the leadership of the Policy, Planning and Evaluation Section
Chief of the Network for a Healthy California (Network) and the Research Scientist II. The Research
Associate IV (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 Food Stamp nutrition education interventions, including the California Dietary Practices
Survey (CDPS), the California Teen Eating, Exercise and Nutrition Survey (CalTEENS), the California
Children's Healthy Eating and Exercise Practices Survey (CalCHEEPS) , Semi-Annual Activity Report
(SAAR), and other evaluation projects as required. RAIV acts as project coordinator on at least one
survey or other major Network evaluation project and at least one program evaluation project, in addition
to serving as a research and evaluation consultant for section programs. 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 Food Stamp
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. Specific duties include:

35%  Coordinates development, implementation, and analysis of one major in-house evaluation survey,
e.g., CDPS, CalTEENS, or SAAR, including preparation of reports on findings to share with local
contractors, regional lead staff, educators, and other professionals who work with Food Stamp
recipients and eligible persons.

25%  Serves as evaluation liaison for formative, process, and outcome evaluation for African American
Campaign, Asian Pacific Islander Campaign, or Harvest of the Month—Network Food Stamp
nutrition education interventions— as assigned. Coordinates formative research projects;
contributes to design and development of evaluation projects, contract development and
monitoring, development of focus group materials and structured interviews, monitoring
interviews, and review of contractor reports.

10%  Provides evaluation support for two Regional Networks, 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.

10%  Provides expert review of media material supporting Network activities and release of Network
p pp g
reports.

10%  Serves as the Network evaluation liaison for California surveillance workgroups, e.g., the
Behavioral Risk Factor Survey or California Health Interview Survey. Tasks will include
attendance at meetings, participation in questionnaire development, and development of questions
and data analysis plans that support Network objectives with Food Stamp participants and eligible
persons and related food insecurity issues.

5% Assists with the preparation of Section grant applications and progress reports.

5% Performs other duties as required.



DUTY STATEMENT
Research Associate IV

Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

The Research Associate IV works under the leadership of the Policy, Planning and Evaluation Section
Chief of the Network for a Healthy California (Network) and the Research Scientist II. The Research
Associate IV (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 Food Stamp nutrition education interventions, including the California Dietary Practices
Survey (CDPS), the California Teen Eating, Exercise and Nutrition Survey (CalTEENS), the California
Children's Healthy Eating and Exercise Practices Survey (CalCHEEPS) , Semi-Annual Activity Report
(SAAR), and other evaluation projects as required. RAIV acts as project coordinator on at least one
survey or other major Network evaluation project and at least one program evaluation project, in addition
to serving as a research and evaluation consultant for section programs. 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 Food Stamp
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. Specific duties include:

35%  Coordinates development, implementation, and analysis of one major in-house evaluation survey,
e.g., CDPS, CalTEENS, or SAAR, including preparation of reports on findings to share with local
contractors, regional lead staff, educators, and other professionals who work with Food Stamp
recipients and eligible persons.

25%  Serves as evaluation liaison for formative, process, and outcome evaluation for African American
Campaign, Asian Pacific Islander Campaign, or Harvest of the Month—Network Food Stamp
nutrition education interventions— as assigned. Coordinates formative research projects;
contributes to design and development of evaluation projects, contract development and
monitoring, development of focus group materials and structured interviews, monitoring
interviews, and review of contractor reports.

10%  Provides evaluation support for two Regional Networks, 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.

10%  Provides expert review of media material supporting Network activities and release of Network
reports.

10%  Serves as the Network evaluation liaison for California surveillance workgroups, e.g., the
Behavioral Risk Factor Survey or California Health Interview Survey. Tasks will include
attendance at meetings, participation in questionnaire development, and development of questions
and data analysis plans that support Network objectives with Food Stamp participants and eligible
persons and related food insecurity issues.

5% Assists with the preparation of Section grant applications and progress reports.

5% Performs other duties as required.



DUTY STATEMENT
Research Scientist I (50% time)
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

The Research Scientist I works under the supervision of the Research Scientist IT (Unit Lead) and
the Policy, Planning and Evaluation Section Chief within the Network for a Healthy California
(Network), to design, develop, coordinate, and analyze evaluation projects focused primarily on
contractors working directly with Food Stamp participants and eligible persons; provides
expertise to the Network on the topics of social marketing and large-scale evaluation theory and
methods for a multi-program, multi-site statewide Food Stamp nutrition education intervention.
Responsibilities include analyzing evaluation data and documenting evaluation results, both
quantitatively and through qualitative techniques. Specific duties include:

40%  Plans and monitors formative, process, and outcome evaluation of contractors. Provides
Network-funded partners with input into their evaluation activities and provides technical
assistance; reviews designated Scopes of Work for Food Stamp nutrition education
projects funded by the Network to assess the extent and suitability of evaluation measures
proposed or already in place. Identifies validated instruments for evaluation of Network
objectives.

30%  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%  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 social
marketing evaluation issues.

10%  Prepares case studies and other Food Stamp nutrition education evaluation reports and

presentations for health, education, and human services professionals, staff, funders, and
lay audiences on findings from Network FSNE evaluation projects.

5%  Other duties as required.



DUTY STATEMENT
Research Scientist I (50% time)

Network for a Healthy California — Policy, Planning and Evaluation Section

Public Health Institute

The Research Scientist I works under the supervision of the Research Scientist II (Unit Lead) and
the Policy, Planning and Evaluation Section Chief within the Network for a Healthy California
(Network), to design, develop, coordinate, and analyze evaluation projects focused primarily on
contractors working directly with Food Stamp participants and eligible persons; provides
expertise to the Network on the topics of social marketing and large-scale evaluation theory and
methods for a multi-program, multi-site statewide Food Stamp nutrition education intervention.
Responsibilities include analyzing evaluation data and documenting evaluation results, both
quantitatively and through qualitative techniques. Specific duties include:

40%

30%

15%

10%

5%

Plans and monitors formative, process, and outcome evaluation of contractors. Provides
Network-funded partners with input into their evaluation activities and provides technical
assistance; reviews designated Scopes of Work for Food Stamp nutrition education
projects funded by the Network to assess the extent and suitability of evaluation measures
proposed or already in place. Identifies validated instruments for evaluation of Network
objectives.

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

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 social
marketing evaluation issues.

Prepares case studies and other Food Stamp nutrition education evaluation reports and
presentations for health, education, and human services professionals, staff, funders, and

lay audiences on findings from Network FSNE evaluation projects.

Other duties as required.



DUTY STATEMENT
Research Scientist I
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

The Research Scientist I works under the supervision of the Research Scientist II (Unit Lead) and
the Policy, Planning and Evaluation Section Chief within the Network for a Healthy California
(Network), to design, develop, coordinate, and analyze evaluation projects focused primarily on
contractors working directly with Food Stamp participants and eligible persons; provides
expertise to the Network on the topics of social marketing and large-scale evaluation theory and
methods for a multi-program, multi-site statewide Food Stamp nutrition education intervention.
Responsibilities include analyzing evaluation data and documenting evaluation results, both
quantitatively and through qualitative techniques. Specific duties include:

40%  Plans and monitors formative, process, and outcome evaluation of contractors. Provides
Network-funded partners with input into their evaluation activities and provides technical
assistance; reviews designated Scopes of Work for Food Stamp nutrition education
projects funded by the Network to assess the extent and suitability of evaluation measures
proposed or already in place. Identifies validated instruments for evaluation of Network
objectives.

30% 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%  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 social
marketing evaluation issues.

10%  Prepares case studies and other Food Stamp nutrition education evaluation reports and
presentations for health, education, and human services professionals, staff, funders, and

lay audiences on findings from Network FSNE evaluation projects.

5%  Other duties as required.



DUTY STATEMENT
Research Scientist I

Network for a Healthy California — Policy, Planning and Evaluation Section

Public Health Institute

The Research Scientist I works under the supervision of the Research Scientist II (Unit Lead) and
the Policy, Planning and Evaluation Section Chief within the Network for a Healthy California
(Network), to design, develop, coordinate, and analyze evaluation projects focused primarily on
contractors working directly with Food Stamp participants and eligible persons; provides
expertise to the Network on the topics of social marketing and large-scale evaluation theory and
methods for a multi-program, multi-site statewide Food Stamp nutrition education intervention.
Responsibilities include analyzing evaluation data and documenting evaluation results, both
quantitatively and through qualitative techniques. Specific duties include:

40%

30%

15%

10%

5%

Plans and monitors formative, process, and outcome evaluation of contractors. Provides
Network-funded partners with input into their evaluation activities and provides technical
assistance; reviews designated Scopes of Work for Food Stamp nutrition education
projects funded by the Network to assess the extent and suitability of evaluation measures
proposed or already in place. Identifies validated instruments for evaluation of Network
objectives.

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

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 social
marketing evaluation issues.

Prepares case studies and other Food Stamp nutrition education evaluation reports and
presentations for health, education, and human services professionals, staff, funders, and

lay audiences on findings from Network FSNE evaluation projects.

Other duties as required.



DUTY STATEMENT
Research Scientist I1
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Under the supervision of the Policy, Planning and Evaluation Section Chief, Network for a Healthy
California (Network), the Research Scientist IT (RSII) will be responsible for the planning and
implementation of ongoing population surveys, special studies, and intervention evaluations for the
Network. The RS II 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 II
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 II 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 II 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:

45%  Working with other members of the Network, designing large, complex surveys and
intervention studies and providing 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.

20%  Responsible for the conceptualization, planning, and implementation of formative and
outcome evaluations of programs funded by the Network. This involves the
conceptualization of evaluation goals and objectives, selection of appropriate evaluation
designs and statistical techniques, development of data collection instruments, quality control
measures, analytic methods, and interpreting and drawing conclusions related to intervention
or activity being evaluated. Prepares research components of grant applications.

20%  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 in the preparation of written
reports and other publications, including reports to the legislature, other state agencies,
county health departments, and peer-reviewed journals. Designs, administers, analyzes, and
reports on periodic surveys of partner satisfaction with Network operations, interventions,
and research.

Will assume responsibility for overseeing major biennial surveys, including the California
Dietary Practices Survey of Adults, the California Teenage Eating, Exercise, and Nutrition
Survey (Cal TEENS), and the California Dietary Practices Survey of Children.

10%  Prepares a variety of program reports for use in planning, media, policy, and evaluation by
the Network and its partners. Assists outside users in accessing Network surveys and data

sets.

5%  Performs other duties as required.



DUTY STATEMENT
Technical Assistance Specialist II1, Latino Campaign
Network for a Healthy California — Policy, Planning and Evaluation Section
Public Health Institute

Non-profit public health organization seeks a team-oriented Technical Assistance Specialist IIT (TASIII),
who under the direction of the Marketing Manager I — Latino Campaign will participate in the effective
implementation and evaluation of a statewide social marketing campaign aimed at improving the health of
low-income Latino adults through increased consumption of fruits and vegetables and improved levels of
physical activity. The TASII will work as a member of the Network for a Healthy California’s
(Network) Fruit, Vegetable, and Physical Activity Campaigns-Latino (Campaign) that focuses on
Spanish-language dominant and acculturated, English-speaking Latinos. The TASIII will provide
ongoing technical assistance for the Latino Campaign’s regional coordinators by analyzing activity
tracking forms and consumer surveys in support of effective implementation of the Campaign through the
Regional Networks. The TASIII will work with funded projects to ensure evidence based practices are
implemented while also reviewing the effectiveness of process and outcome evaluation tools. The TASIII
will provide guidance and assistance to the regional coordinators in preparing a variety of documents,
reports, and data collection. The TASIII will also represent the Campaign at conferences and meetings;
work with public and private partners on special projects; develop, revise, and layout a variety of
culturally appropriate, bilingual program materials. Specifically, the TASIII will perform the following
duties:

50% Provide technical assistance for the Latino Campaign’s regional coordinators by analyzing
activity tracking forms and consumer surveys in support of effective implementation of the
Campaign through the Regional Networks. Assist in the input of data for analyses and maintain
regional contact information using GIFTS database. 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. Assist in writing final summary report for the
Campaign.

20%  Provide technical assistance to regional coordinators assisting in the development and pilot
testing of new intervention strategies and channels that target low-income Latino adults to
determine their effectiveness in reaching the target audience. Assist in the implementation of
newly identified successful strategies.

10%  Assist in the development of partnerships with public and private organizations by maintaining
the GIFTS database. Participate and support a variety of Network workgroups.

10%  Provide technical assistance to regional coordinators participating in the development and testing
of Spanish-language and Latino-specific, English-language collateral materials, education-based
promotional items, and skill-building activities for use in the Latino intervention channels.

5% Represent the Campaign by presenting at and participating in conferences and professional
meetings.

5% Other duties, as required.



Appendix A Template 3: Nutrition Education Plan Staffing

Section C. Staffing

Provide the following summary by Food Stamp Nutrition Education (FSNE) project for all paid staff in the FY 2009 budget. Provide the Full
Time Equivalents (FTE), describe staff responsibilities as they relate to FSNE and note the funding amounts that will be paid by State and/or
Federal funds.

Project Name: California Department of Public Health
The Network for a Healthy California
US Department of Agriculture (USDA) State and Federal Share in Federal Fiscal Year 2009 (October1, 2008 through September 30, 2009)
1.Position Title *Attach 2. FTEs** Charged 3. Description of Job Duties 4. Total FSNE Salaries, Benefits and Wages
statement of work listing FSNE-related job duties for to FSNE
each position ok .
Attach definition of FTE
and Basis for calculation [ Percentage of FNSE | Percentage of FSNE State/Other Federal Dollars Total
Time spent on Time spent on Direct Dollars (State/Other +
Mgnaggment ) FSNE Delivery Federal) Dollars
IAdministrative Duties
Programmatic Classifications
Accountant | (1) 1.0 100.00% 41,856 41,856
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 59,520 59,520
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 64,176 64,176
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 57,288 57,288
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 58,932 58,932
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 58,212 58,212
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 55,440 55,440
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 58,212 58,212
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 64,176 64,176
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 52,800 52,800
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 52,800 52,800
Associate Governmental Program Analyst
(AGPA)(1) 1.0 100.00% 52,800 52,800

FFY 2009 Plan -July, 2008 1




Appendix A Template 3: Nutrition Education Plan Staffing

1.Position Title *Attach 2. FTEs** Charged 3. Description of Job Duties 4. Total FSNE Salaries, Benefits and Wages
statement of work listing FSNE-related job duties for to FSNE
each position **Attach definition of FTE
and Basis for calculation | Percentage of FNSE | Percentage of FSNE | State/Other Federal Dollars Total
Time spent on Time spent on Direct Dollars (State/Other +
Management FSNE Delivery Federal) Dollars
/Administrative Duties
Associate Governmental Program Analyst(1) 0.6 60.00% 38 508 38 508
Associate Governmental Program Analyst
(AGPA)(1) 0.3 30.00% 18,384 18,384
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 63420 63.420
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 58 356 58 356
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 54.780 54 780
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 53 004 53.904
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 64.056 64.056
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 58 944 58.944
Associate Health Program Advisor (AHPA)(1) 1.0 100.00% 58212 58212
Associate Health Program Advisor (AHPA)(1) 100.00% 58.212 58212
Associate Information Systems Analyst (1) Hiring delayed to FEY2010 or as funding becomes available in FFY09
Associate Information Systems Analyst (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Associate Information Systems Analyst (1)
(Retired Annuitant) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Associate Management Auditor (AMA) (1) 10 100.00% 70,764 70,764
Health Education Consultant lli (HEC 1I) (1) 10 100.00% 73.968 73.968
Health Education Consultant lil (HEC Ill) (1) 1.0 100.00% 66.048 66.048
Health Education Consultant Il (HEC 111} (1) 100.00% 67.116 67.116
Health Education Consultant lll (HEC Iif) (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Health Program Auditor IV (1) 10 100.00% 74,016 74,016
Health Program Manager | (1) 1.0 100.00% 73,524 73,524
2

FFY 2009 Plan -July, 2008




Appendix A Template 3: Nutrition Education Plan Staffing

Progrram Technician Il (1)

FFY 2009 Plan -July, 2008

1.Position Title *Attach 2. FTEs** Charged 3. Description of Job Duties 4. Total FSNE Salaries, Benefits and Wages
statement of work listing FSNE-related job duties for to FSNE

each position **Attach definition of FTE

and Basis for calculation Percentage of FNSE | Percentage of FSNE State/Other Federal Dollars Total
Time spent on Time spent on Direct Dollars (State/Other +
Management FSNE Delivery Federal) Dollars
/Administrative Duties

Health Program Manager Il (HPM 1I)(1) 50.00% 40.368 40,368
Health Program Manager Il (HPM 11)(1) 100.00% 80,724 80,724
Health Program Manager Il (HPM 1) (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09

Health Program Specialist | (HPS 1)(1) 1.0 100.00% 61,440 61,440
Health Program Specialist | (HPS I)(1) 1.0 100.00% 69.720 69.720
Health Program Specialist | (HPS 1)(1) 1.0 100.00% 50 448 50,448
Health Program Specialist Il (HPS 1) (1) 1.0 100.00% 70,152 70,152
Health Program Specialist Il (HPS 1) (1) 0.87 87.00% 67.740 67,740
Health Program Specialist Il (HPS 1) (1) 0.50 50.00% 33,516 33,516
Management Services Technician (MST)(1) 0.75 75.00% 30,840 30,840
Management Services Technician (MST)(1) 1.0 100.00% 41.112 41.112
|Management Services Technician (MST)(1) 1.0 100.00% 37,272 37,272
Office Services Supervisor Il (1) 1.0 100.00% 39,060 39,060
Office Technician (OT) (1) 1.0 100.00% 36,432 36,432
Office Technician (OT) (1) 1.0 100.00% 39,168 39,168
Office Technician (OT) (1) 1.0 100.00% 37,356 37,356
Office Technician (OT) (1) 1.0 100.00% 35,976 35,976
Office Technician (OT) (1) 1.0 100.00% 35,976 35,976
Office Technician (OT) (1) 1.0 100.00% 35,532 35,532
Office Technician (OT) (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09

Hiring delayed to FFY2010 or as funding becomes available in FFY09




Appendin A Template 3: Nutrition Education Plan

Staffing

1.Position Title *Attach
t of work listing FSNE-related job duties for
each position

2. FTEs** Charged
to FSNE
**Attach definition of FTE

3. Description of Job Duties

4. Total FSNE Salaries, Benefits and Wages

FFY 2009 Plan -July, 2008

and Basis for calculation ¥ Percentage of FNSE | Percentage of FSNE State/Other Federal Dollars Total
Time spent on Time spent on Direct Dollars (State/Other +
Management FSNE Delivery Federal) Dollars
/Administrative Duties
Progrram Technician Il {1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Public Health Nutrition Consultant Il (PHNC 1l)
(1) _ 1.0 100.00% 55,212 55,212
Public Health Nutrition Consultant Il (PHNC Il)
(1) 1.0 100.00% 60,840 60,840
Public Health Nutrition Consultant Il (PHNC Il)
(1) 1.0 100.00% 60,132 60,132
Public Health Nutrition Consultant If (PHNC il)
(1) _ 1.0 100.00% 60,132 60,132
Public Health Nutrition Consultant lIl (PHNC I1l)
(1) _ 1.0 100.00% 73,968 73,968
Public Health Nutrition Consultant lli (PHNC 1)
(1) 1.0 100.00% 73,968 73,968
Public Health Nutrition Consultant Ili (PHNC 1)
(1) _ 1.0 100.00% 72,744 72,744
Public Health Nutrition Consultant IIl (PHNC lll)
(1) 0.75 75.00% 50,532 50,532
Public Health Nutrition Consultant il (PHNC [iI)
(1) 0.60 60.00% 37,411 37,411
Public Health Nutrition Consultant Supervisor
(PHNC il Sup) (1) 1.0 100.00% 74,076 74,076
Research Scientist Il (RS 1) (1) 100.00% 70,236 70,236
Research Scientist Il (RS 1l) (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Research Scientist Il (RS Il Sup) (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Senior Information Systems Analyst (1) 100.00% 73,704 73,704
Senior Information Systems Analyst -Sup. (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Staff Services Analyst (SSA/AGPA) (1) 1.0 100.00% 53,352 53,352
Staff Services Analyst (SSA/AGPA) (1) 1.0 100.00% 42,624 42,624
Staff Services Analyst (SSA/AGPA) (1) 1.0 100.00% 43,896 43,806
Staff Services Manager | (SSM ) (1) 1.0 100.00% 73,524 73,524
Staff Services Manager | (SSM 1) (1) 1.0 100.00% 65,880 65,880
Staff Services Manager | (SSM 1) (1) 0.9 90.00% 66,168 66,168
4




Appendia A Template 3: Nutrition Education Plan Staffing

1.Position Title *Attach 2. FTEs** Charged
statement of work listing FSNE-related job duties for to FSNE
each position % "

Attach definition of FTE

3. Description of Job Duties

4. Total FSNE Salaries, Benefits and Wages

and Basis for calculation

Percentage of FNSE | Percentage of FSNE State/Other Federal Dollars Total
Time spent on Time spent on Direct Dollars (State/Other +
Management FSNE Delivery

/Administrative Duties

Federal) Dollars

Staff Services Manager Il (SSMIl) (1)

1.0 100.00% 79,152 79,152
Staff Services Manager il (SSM 11l) (1) 0.10 10.00% 8.476 8.476
Student Assistant (1) Hiring delayed to FFY2010 or as funding becomes available in FFY09
Sub-totals 61.87 4015.00% 2172.00% - 3,676,283 3,676,283
Benefits @ 40.653% of Total Salary & Benefits 1.494.519 1.494.519
TOTAL 61.87 4015.00% 2172.00% | -Is s170802]s 5,170,802
FFY 2009 Plan -July, 2008 5




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

DUTY STATEMENT

5 Title Position Number

rucountant | 580-310-4177-901

COl Classification

[1Yes X No

Unit
Administrative and Fiscal Services

Section
Administrative Operations Section

Branch
Cancer Control Branch

Division
Chronic Disease and Injury Control

This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally
and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain
knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete
assignments in a timely and efficient manner; and, adhere to departmental policies and procedures regarding
attendance, leave, and conduct.

Job Summary: Under the general direction of the Associate Accounting Analyst, this Program-dedicated position
provides a full range of accounting activities supporting Public Health, Prevention Services in the Cancer Control
Branch. The Program maintains an annual budget of close to $100 million from the Federal Government through
reimbursements in an inter agency agreement with the CA Department of Social Services. The Program’s
reimbursement project funds approximately one hundred and fifty (150) contracts, two multi-million dollar external
“tracts, one with multiple funding sources requiring detailed tracking, and heavy travel and transit
 ..nbursements volume for over thirty (30) state employees.
Supervision Received: Direct supervision from Accounting Administrator I, Supervisor in Accounting, and Staff
Services Manager | in Program with Associate Accounting Analyst as lead.

Supervision Exercised: None

Description of Duties: The Accountant | must have knowledge of Generally Accepted Accounting Principles and
possess the ability to interpret and apply accounting principles as well as State and Department policies to the
accounts payable process. A strong knowledge of the CALSTARS System and CALSTARS reports is required to
successfully perform in this position. The Accountant | will perform the full range of the accounts payable function
for the Cancer Control Branch and will assist the Associate Accounting Analyst in a variety of other accounting-
related duties that support the Program’s activities.

Percent of Time Essential Functions

70% Review encumbering documents for appropriateness as dictated by contract terms, encumber from such
documents; audit contract invoices for payment against encumbrances in CALSTAR<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>