
 

Associate Governmental Program Analyst 

$4,488-$5,618 - 1 posiƟon available Permanent/Full‐Time 

The HIV Care Branch has responsibility for programs related to the delivery of care, 
treatment, and support services for people living with HIV/AIDS. Programs are designed to 
provide an effective and comprehensive continuum of care to underserved individuals.  
 

Who May Apply: Requires outstanding written and verbal communication skills. 
Applications will be screened and the most qualified will be interviewed. Promotional and 
transfer candidates must provide eligibility information with application materials. Applicants 
currently on SROA lists or employed by a surplus department are encouraged to apply. 
Surplus candidates must attach a copy of their letter. All applicants must clearly indicate the 
basis of their eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, list 
eligibility, or Training and Development Assignment) on the state application. Employees 
applying for this position who wish to be considered on a transfer basis must meet the 
minimum qualifications for the classification per CCR Rule 250. You may be required to 
provide copies of your college transcripts or a copy of your college diploma if applicable.  
 
Final Filing Date: Until filled. 
 
How To Apply: Please submit a complete State application (STD. 678) with original 
signature and include job title and position number for which you are applying to the 
address below. A completed application includes the Position Title, Position Number, and 
your eligibility in the Job Title line and MUST be signed and dated. If eligible by exam you 
must attach a copy of your Notification of Examination Results. Candidates who do not 
submit all of the required documents (incomplete application packages) will be eliminated 
from the selection process. All submitted information will be screened and the most qualified 
candidates will be invited to an interview.  
 
For more information on the duties of this employment opportunity, please view the duty 
statement that follows this notice. If you still have additional questions, please contact 
Vikki Stone at Vikki.Stone@cdph.ca.gov or (916) 449-5899. 
 
 
 
 
 
We cannot accept faxed or e-mailed applications. The STD. 678 may be accessed through 
the California Department Human Resources (CalHR) Web site: www.calhr.ca.gov. 
 

http://www.calhr.ca.gov�
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DUTY STATEMENT 

Class Title 
Associate Government Program Analyst  

Position Number 
580-402-5393-705 
 COI Classification 

 Yes 
 

 No 
Unit 
 
Section 
HIV Care Program 
 
Branch 
HIV Care  
Division 
Office of AIDS 

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

Job Summary: The Associate Governmental Program Analyst (AGPA) serves as a skilled professional in the AIDS 
Medi-Cal Waiver Program (MCWP), a home-based medical case management program for people living with 
HIV/AIDS. The AGPA performs assignments to ensure MCWP providers are in compliance with program 
requirements; performs statewide comprehensive on-site Program Compliance Reviews (PCRs); provides technical 
assistance, develops and modifies program policies and procedures, and participates in the planning, monitoring, 
evaluation, and administration of activities administered by MCWP.  
 
Supervision Received: General direction from the Health Program Manager I, Chief of the HIV Care Program 
Section. 
 
Supervision Exercised: None. 

Description of Duties: The AGPA participates in program planning, evaluation, utilization review, quality 
assurance, technical assistance, and contract management and monitoring. The AGPA serves as a liaison to 
providers contracting with the Office of AIDS for MCWP. The AGPA serves as a member of a PCR team, and 
participates in the development of program analyses, procedures, protocols, guidelines, and other tasks related to 
the ongoing operation of MCWP, which are critical for meeting state and federal program requirements. Position 
requires a working knowledge of Microsoft Outlook, Word, and Excel.  
 
Percent of Time Essential Functions 

35% Provide technical assistance and consultation to MCWP providers to assist them in meeting program 
requirements, goals and standards, and resolving concerns. Identify critical program issues and unmet 
needs in program areas, analyze complex issues and develop policy recommendations. Conduct onsite 
PCRs of MCWP providers at least every 24 months, which include a thorough review and assessment 
of client records, policies, procedures, forms, subcontracts, fiscal records, and staffing ratios to ensure 
program compliance for MCWP. Develop and submit a comprehensive site visit report within 30 working 
days of the site visit. Review, analyze, and follow-up on Corrective Action Plans.  
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20% Participate in to the identification and resolution of  program policy issues; review, analyze and 
comment on protocols, policies, and procedures, develop and/or review policy recommendations for 
action; develop written correspondence, program guidance, policy letters, bill and programmatic 
analysis, monitor reports, and administrative/operational and training manuals as required. Participate 
in the development of statewide informational documents, and development of the MCWP application to 
Center for Medicare and Medicaid Services. Participate in training new Health Program Advisors and 
other MCWP staff, as necessary. 

           
20% Review and analyze Progress Reports and Quality Improvement Plans and Reports for compliance with 

program requirements. Identify and discuss problems or deficiencies found in the reports with MCWP 
staff/management, and the provider, including recommendations for resolution. Review provider 
requests for exemptions for the provision of direct services; collaborate with the OA Nurse and/or Social 
Work consultant staff to develop a recommendation, and notify the provider of the decision, after a 
determination is made.   

 
20% Participate in the development and provision of program orientation to new Project Directors and case 

managers. Develop or modify program evaluation and other programmatic tools. Develop, review, and 
analyze various enrollment and/or statistical reports, and collaborate with the MCWP Nurse and Social 
Work consultants and other MCWP staff on policy and programmatic issues, training needs, and 
program analysis/improvement.  Serve as backup for the MCWP Enrollment Desk. 

 
         Travel required (30-50%) - Must be able to drive for extended periods of time (on occasion 5-6 hours) when 

traveling to and from site visits.  
 
 

Percent of Time Marginal Functions 
5% Other duties as required. 

 

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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