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Duty Statement 
Classification: 
Working Title: 
Program: 
Division: Branch: 
Section: Unit: 
Office Location: 
COI Classification:  Yes  No CBID: Position Number: 
Telework Eligible:  Yes  No Maximum Telework Days: (generally up to 3 days per week) 
Bilingual Position:  Yes  No Specify Language: 
This position requires the incumbent to maintain consistent and regular attendance; communicate 
effectively, both orally and in writing, when interacting with others; develop and maintain knowledge and 
skills related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a 
timely manner; and adhere to departmental policies and procedures regarding attendance and conduct. 
Job Summary: 

The duties contained in this job description reflect general details as necessary to describe the principal 
functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent 
of this position may perform other duties (commensurate with this classification) as assigned, including work 
in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance 
the workload. 
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Description of Duties: 
% of Time Essential Functions 
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Description of Duties 
% Of Time Essential Functions 

% Of Time Marginal Functions 
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Supervision Received:  by the (enter supervisor classification): 

. 
Supervision Exercised: (check all that apply)  Non-Supervisory Classification / None 

 Clerical Staff  Analytical Staff  Technical Staff 
 Professional Staff  Supervisory Staff  Managerial Staff 

Special Requirements: 
 Medical Evaluation /Clearance  Typing Certificate  Valid Driver’s License 
 Background Check / Finger Printing Clearance 
 Valid Professional License (please specify):  

Desirable Qualifications: 

Working Conditions (Check all that apply): 
Prolonged Periods of: 

 Standing  Sitting  Kneeling  Bending 
Requires Lifting of Heavy Objects up to: 

   .

Travel May be Required: 
Occasional  Over Night 

Acknowledgements: 
Human Resources Acknowledgement: The Human Resources Division has reviewed and approved this 
duty statement as of  by

Employee Acknowledgement: I have discussed with my supervisor the duties of the position and have 
received a copy of this duty statement. 
Employee Name: Employee Signature: Date: 

Supervisor Acknowledgement: I certify this duty statement represents an accurate description of the 
essential functions of this position. I have discussed the duties of this position with the employee and 
provided the employee a copy of this duty statement. 
Supervisor Name: Supervisor Signature: Date: 



March 2024   |   1 

DHCS Office Locations 

The following are DHCS offices that may be used as a reporting 
location. Office location assignments are subject to availability and 

operational business needs. 

Northern California (CA)
Sacramento, CA 1501 Capitol Avenue (East End Complex), 

Sacramento, CA 95814 
San Francisco, CA 455 Golden Gate Avenue, San Francisco, CA, 

94102 
Richmond, CA 850 Marina Bay Parkway, Richmond, CA, 

94804 

Central CA
Fresno, CA 7112 N. Fresno Street, Fresno, CA, 93720

Southern CA
Los Angeles, CA 311 S. Spring Street, Los Angeles, CA
Santa Ana, CA 2 MacArthur Place, Santa Ana, CA, 92707 
Rancho Cucamonga, CA 11175 Azusa Court, Rancho Cucamonga, CA, 

91730 
Burbank, CA 1405 N. San Fernando Blvd, Burbank, CA, 

91504 
San Diego, CA 7575 Metropolitan Drive, San Diego, CA, 

92108 


	Classification: Career Executive Assignment Level C
	Working Title: Deputy Director, Health Care Benefits and Eligibility (HCBE)
	Program: Health Care Benefits and Eligibility
	Division: 
	Branch: 
	Section: 
	Unit: 
	COI Classification: Yes
	Telework Eligible: Yes
	Bilingual Position: No
	Specify Language: Not Applicable
	Job Summary: Under general direction of the Chief Deputy Director (CDD), Health Care Programs (HCP), the Deputy Director (DD), Health Care Benefits and Eligibility (HCBE), is responsible for and has full decision-making authority for the development, implementation, and evaluation of Medi-Cal benefits and eligibility, the Children’s Health Insurance Program (CHIP), the Family Planning Access, Care, and Treatment (Family PACT) Program, and other specified programs.The DD, HCBE, oversees all aspects of the following HCBE divisions and offices in support of the Department's purpose: Benefits Division (BD), Medi-Cal Dental Services Division (MDSD), Medi-Cal Eligibility Division (MCED), Pharmacy Benefits Division (PBD), Office of Tribal Affairs (OTA), and the Office of Family Planning (OFP). The DD, HCBE, is also responsible for ensuring the adherence to state and federal requirements relative to Tribal engagement and consultative activities with Tribes, Indian health program representatives, and urban Indian organizations.The DD, HCBE, is a member of DHCS Senior and Executive Staff. The DD, HCBE, is subject to the Department’s Conflict of Interest Code and filing a Statement of Economic Interests (Form 700) upon assuming office, annually by April 1, and upon leaving office.
	Medical Evaluation Clearance: Off
	Background Check  Finger Printing Clearance: Off
	Valid Professional License please specify: Off
	Typing Certificate: Off
	Valid Drivers License: Off
	Desirable Qualifications: • Strong leadership, interpersonal, and problem-solving skills.• Experience and knowledge of benefit and eligibility policy and regulations governing Medi-Cal and CHIP.• Experience in the planning, development, and evaluation of health care services and delivery systems.• Experience and knowledge in effective Tribal engagement and consultative activities. • Ability to perform and execute high-level complex administrative, management, and policy development and implementation.• Ability to collaborate across high levels of government, external organizations, providers, industry associations, and member representatives.• Ability to lead change and transformation efforts within and outside the organization, using excellent communication and change management strategies.
	Standing: On
	Sitting: On
	Kneeling: Off
	Bending: Off
	Occasional: On
	Over Night: On
	Position Number: 803-017-7500-003
	PN1: Page 1 of 8
	PN4: Page 4 of 8
	PN3: Page 3 of 8
	PN2: Page 2 of 8
	CBID: [M01]
	OfficeLocation: [ ]
	MaxTeleworkDays: [3 days per week]
	Time1: 40%40%15%
	EssentialFunctionsRow1: Oversees, leads, and has full decision-making authority for the development and implementation of health care services and delivery systems within HCBE by providing guidance and direction on the applicable program, policy, and procedural matters, collaborating with program partners and external stakeholders, and resolving escalated sensitive and complex issues. Leads the development and implementation of health care-related programs, policies, and procedures for HCBE divisions and offices in accordance with applicable laws, rules, and regulations. Collaborates with and provides consultation to program partners, executives, and external stakeholders including but not limited to the California Health and Human Services Agency (CalHHS), public/private health and community organizations, local, state, and federal officials as well as the media and Tribal and Indian health program representatives by providing program related information, consultation, and or guidance to resolve complex issues, share service and system information, and support the development of health care services and delivery systems. Leads and participates in work groups and events to evaluate programmatic issues and/or carry out initiatives that include but are not limited to the implementation of mandated programs/directives. Assists the Directorate and the state Legislature in determining program direction consistent with legislative intent.Leads and directs HCBE team members by establishing, communicating, implementing, and monitoring short- and long-term program goals and objectives. Provides coaching and guidance and direction to team members to promote staff development and ensure program goals and objectives are met.  Reviews personnel needs and evaluates managerial and supervisory team member performance. Oversees HCBE budget, contract, and resource needs.
	EssentialFunctionsRow2: 
	Time2: 
	Time3: 5%
	MarginalFunctionsRow1: Other duties as required based on operational business needs. 
	SupervisionReceived: [Under General Direction]
	SupClass: CDD, HCP (Exempt)
	NonSupervisoryClassificationNone: Off
	ClericalStaff: On
	ProfessionalStaff: On
	AnalyticalStaff: On
	TechnicalStaff: On
	SupervisoryStaff: On
	ManagerialStaff: On
	ValidProfessionalLicenseSpecify: 
	LiftAmount: 
	ReviewDate: 
	HRDAnalyst: 
	EmpName: 
	SupName: 
	EmpSigDate: 
	SupSigDate: 


