
Health Program Manager I 

$5,079-$6,127 

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.  

 
For more informaƟon on the duƟes of this employment opportunity, please view 
the duty statement that follows this noƟce. If you sƟll have addiƟonal quesƟons, 
please contact Vikki Stone at Vikki.Stone@cdph.ca.gov or (916) 449‐5899. 

 

Who May Apply: 

Outstanding wriƩen and verbal communicaƟon skills are highly desired.             
ApplicaƟons will be screened and the most qualified will be interviewed. 

PromoƟonal and transfer candidates must provide eligibility informaƟon with 

applicaƟon materials. Applicants currently on SROA lists or employed by a 

surplus department are encouraged to apply. Surplus candidates must 

aƩach a copy of their leƩer. 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 applicaƟon. 

Please state posiƟon # 580‐402‐8427‐001 on your applicaƟon. 

 

Final Filing Date: UnƟl filled 

If you are interested in being part of our team, please submit a copy of your  

applicaƟon aƩenƟon to Vikki Stone at the address below. 
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DUTY STATEMENT 

Class Title 
Health Program Manager I 
 

Position Number 
580-402-8427-001 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
HIV Care Operations 
 
Branch 
HIV Care  
Division 
Office of AIDS (OA) 

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 Health Program Manager (HPM) I plans, develops, coordinates, directs, and evaluates 
activities of the HIV Care Operations Section and supervises and evaluates staff performance. The HPM I 
supervises professional staff in the administration of HIV Care Branch HIV/AIDS programs including the Ryan White 
Part B, HIV Care Program (HCP) and the Minority AIDS Initiative (MAI). The HPM I collaborates with other OA 
managers on program policies, training, and program support. 
 
Supervision Received: General direction from the HPM II, Chief of the HIV Care Branch. 

Supervision Exercised: Provides general supervision and direction to professional staff  

Description of Duties: The HPM I coordinates and directs HCP and MAI, and supervises staff assigned to 
implement, monitor, and evaluate services of each program, including budgetary and some contractual 
components. Participates as a member of the OA Management Team; assesses the need for, develops and 
implements new program and operations policies that are aligned with national/state and OA strategic planning, 
promotes the programs of the HIV Care Branch, develops program policies based on program and client-level data, 
develops operations protocols and procedures based on federal grant requirements and monitoring standards. 
Collaborate with the OA Surveillance Research and Evaluation Branch, to interpret national, state, and local HIV 
trends and service utilization, plan and implement program evaluation.   
 
Percent of Time Essential Functions 
 

40% Plan, direct, and evaluate programs administered by the HIV Care Operations Section; set program 
policies and priorities; develop standards of performance, protocols and evaluation; contribute to the 
development of the annual funding application; oversee staff in the development of fiscal and 
programmatic guidance documents to funded local health jurisdictions, monitor funded contractors via 
site visits and ensure compliance with Federal Health Resources Services Administration (HRSA) 
statutory requirements; evaluate performance at the local program level based on program and client-
level data; identify areas of need and potential problems in program services; resolve issues regarding 
client services, program effectiveness, and staff requirements; and supervise the collection and analysis 
of data for the programs; develop program reporting matrices, provide technical assistance and training 
for contractors,  monitor contractor budget development and track expenditure and program services 
utilization.  

 
30% Oversee and provide guidance and supervision to subordinate staff, through leadership, setting program 

priorities and objectives, promoting professional development, and responding to staff concerns. Hire, 
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train, and motivate staff. Evaluate individual work performance, effectively utilize preventive, corrective, 
and adverse action as appropriate, and otherwise manage employees; including collaboration with 
Human Resources, Labor Relations, and the Office of Civil Rights.  

 
15% Establishes and maintains working relationships with other state health-related programs, local health 

departments, federal agencies, and other public and private health agencies providing services to 
persons infected with HIV; represents the HIV Care Branch in meetings with federal, state, and local 
health officials; and serves on various HIV coordinating and planning groups. 

 
5% Coordinate, plan, facilitate, and/or attend conferences, trainings, Webinars, or meetings for providers of 

HIV services administered by the HIV Care Branch 
 

5% Participate in division-wide management team meetings and in the development of division policies,   
goals, and objectives. 

 
 

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

 
 
Employee’s signature Date 

Supervisor’s signature Date 
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