Appendix C


Example Duty Statement

Budget Line: ___________

(This may be one person or multiple persons on the budget.  List each budget line number filling this position.)

Health Jurisdiction: (i.e. Fresno County)

Program: (i.e. Maternal and Child Health)

Program Position: (i.e. MCAH Director, Fiscal Officer)

County Job Specification: (i.e. Public Health Nurse, Social Worker II)
General Responsibilities

This is a paragraph is a statement of the general purpose of the above-identified position.  For example: The MCH Director plans, organizes, controls and leads the MCH program: and MCH Director oversees of the Fetal Infant Mortality Review program.  If the position is a Skilled Professional Medical Personnel (SPMP) the following statement should be added “This position must be a Skilled Professional Medical Personnel.”  See the MCH Policy and Procedure Manual for SPMP specifications, requirements and forms.     

Specific Duties

· These are the responsibilities or tasks associated with the position.  Language should be in general terms.  For a SPMP position the language use should reflect her duties as they relate to the Federal Financial Participation (FFP) codes but should not be the exact language verbatim. For example:  Perform comprehensive medical case management for MediCal/ MediCal eligible clients to facilitate and meet care needs.  

· List by the level of importance the position responsibilities/task.  

· Statements should be short, focused and concise.

· Do not include “Full Time Equivalent” (FTE).  FTE is captured on the budget for each person filling this position.

· If a position has multiple personnel filling a position with varying FTEs it is not necessary to have separate or individual duty statements as long as the duties are the same. 

· Do not include personnel’s name filling the position on the duty statement.  The initials of the person(s) filling this position should be listed on the budget.

Date: (Duties statements should be reviewed annually and may only change as the duties of the position change. Generally this is noted as a footnote.) 
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