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DUTY STATEMENT – FNSE FUNDS (10%) 

Class Title 
Staff Services Manager III 

Position Number 
580-310-4802-XXX 

COI Classification 
 Yes 

 

 No 
Unit 
 
Section 
      

Branch 
Cancer Control 
Division 
Chronic Disease and Injury Control/Center for Chronic Disease Prevention & Health Promotion 

This position requires that the incumbent maintain consistent and regular attendance; communicate effectively 
(orally and in writing with internal and external constituencies); develop and maintain knowledge and skills related 
to program administration, 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 Public Health Medical Administrator I, Chief, Cancer Control 
Branch (CCB), the Staff Service Manager III (SSM III) serves as the Assistant Chief and is responsible for the 
operational, day-to-day administration of the Network for a Healthy California (Network) and 144 staff distributed 
across of the Program Development Section  (22 state and 20 contract positions); Policy, Planning, and Evaluation 
Section (9 state and 35 contract positions); and Administrative Operations Section (30 state and 28 contract 
positions).    For the Network, the Assistant Chief serves as lead for the branch’s administrative functions including: 
budgeting, personnel management, contracting, and information management.   For the Network, the Assistant 
Chief assumes primary responsibility for evaluating, monitoring, improving, and developing effective and efficient 
administrative systems.   
 
Supervision Received:  The Staff Services Manager III is under general direction from the Public Health Medical 
Administrator I, and takes general direction from the Public Health Medical Administrator II, C.E.A., Chief, Division 
of Chronic Disease and Injury Control. 
Supervision Exercised:  This position directly supervises two Health Program Manager II positions, one Staff 
Services Manager II, one Health Program Specialist II (retired annuitant), one Health Program Specialist I, two 
Office Technicians and a contract clerical temp. 
Description of Duties:  See below: 

 

Percent of Time Essential Functions for the Network (FSNE Funded Activities)  
 
30% Directs, manages and supervises the day-to-day administrative operations of the Network, providing 

administrative and management guidance to section chiefs on complex issues including budget, financial 
projections and expenditures, new legislation, program development and bill analysis, special project 
planning and implementation, data collection, automation, regulatory changes, development of Request for 
Proposals, Request for Applications, Grant Applications, contracts, personnel, organization, and section 
general operations. 

 
30% Provides expertise and guidance in the development and implementation of Network (FSNE-funded)  

programs and management of on-going programs and initiatives; and formulates policy in response to 
changing program objectives; plans, conducts, and coordinates Network (FSNE-funded)  projects.   

20% Maintains external relations with relevant constituencies; represents the Network programs at high-level 
policy discussions within CDPH as well as external venues such as: state and national conferences; 
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meetings with other state and federal agencies, local jurisdictions, and with public, private, and voluntary 
health entities.  Represents the Branch Chief in his absence.   

 
10% Oversees administrative aspects of the design, initiation, and evaluation of a wide range of complex 

program and policy interventions.  Reviews program reports, studies and surveys, and resolves 
administrative and program-related problems.  

 
 
 
Percent of Time Marginal Functions 
 
  10% Participates in and provides technical and professional assistance on administrative issues, work-force and 
 training programs and efforts.  Performs other duties as required. 
 

 
Employee’s signature Date 

Supervisor’s signature Date 
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