
State of California – Health and Human Services Agency Department of Health Care Services 

DHCS 2388 (Revised 06/2022) 

DUTY STATEMENT 

Civil Service Classification: 

Working Title: Position Number: 

Unit:  

Section: 

Branch: 

Division: 

Program: 

 
 

  
 

 
 

 

COI Classification  Yes  No 

Telework Eligible  Yes  No 

Maximum Number of Telework Days: 

Bilingual Fluency (Specify language): 

This position requires the incumbent maintain consistent and regular attendance; communicate effectively, 
both verbally and in writing, when interacting with the public and other employees; develop and maintain 
knowledge and skills 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 and conduct. 

Job Summary: 

Supervision Received: 
Under close supervision 

 Under supervision 
Under general supervision 

 Under direction 
Under general direction 
Under administrative direction 

Of the (enter supervisor classification):

Supervision Exercised: 
 Multi-disciplinary Staff (Check all that apply)  Non-Supervisory Classification / None 
Clerical Staff 
Analytical Staff 

 Technical Staff 

 Professional Staff 
 Supervisory Staff 
Managerial Staff 

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: 

Percent of Time Essential Functions 
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Description of Duties: 

Percent of Time Essential Functions 

Percent of Time Marginal Functions 



State of California – Health and Human Services Agency Department of Health Care Services 

DHCS 2388 (Revised 06/2022) 

Special Requirements: 
 Medical Evaluation/Clearance  Background Check/Fingerprinting Clearance 
 Typing Certificate  Other:  
 Valid CA License (Please Specify Type): 

Desirable Qualifications: 

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

 Bending  Sitting 
 Kneeling  Standing 

 

 . 

Travel May be Required: 
 Occasional  Over Night 
 Call Center 

Requires Lifting of Heavy Objects up to:

Acknowledgements: 

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

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

Print Employee’s Name Employee’s Signature Date Signed 

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. 

Print Supervisor’s Name Supervisor’s Signature Date Signed 


	Civil Service Classification: Health Program Audit Manager I
	Unit: Special Investigations Unit
	COI Classification: Yes, this position is designated under the Conflict of Interest Code
	Section: North Audit Section
	Telework Eligible: Yes, this position is eligible for a telework schedule
	Program: 
	Job Summary: Under the general direction of the HPAM II, the Health Program Audit Manager I (HPAM I) isresponsible for the supervision and management of the Audit Team. The incumbent must have the ability to act independently, be flexible, open minded, and tactful in dealing with executive management, and the SIU Activity Leads. The SIU is a team of multidisciplinary staff (auditors, analysts, specialists, medical and Investigative staff) established to investigate Medi-Cal fraud, and to develop the basis for the successful prosecution of said fraud, across the Medi-Cal program areas including but not limited to: Clinics, Federally Qualified Heatlh Centers, Drug Medi-Cal, Skilled Nursing Homes, Narcotic Treatment Providers, Mental Health, Home Health, Hospice, and Pharmacies. Up to 15% of Statewide extended travel and overnight stays may be required.
	Branch: 
	Division: Audits and Investigations
	Working Title: 
	SupervisionReceived: Under general direction
	Managerial Staff: Off
	Supervisory Staff: Off
	Technical Staff: Off
	Analytical Staff: Off
	Clerical Staff: Off
	NonSupervisory Classification  None: On
	Professional Staff: On
	BilingualFluency: 
	Position Number: 806-010-4247-xxx
	MultidisciplinaryStaff: Off
	Percent1: 70%10%10%5%
	Percent2: 
	Percent3: 5%
	Essential Functions1: The HPAM I manages and supervises audit staff in the performance of field audits and other audit related activities.            Participates in pre-onsite audit planning including designing risk-based audits and investigations. Manages and supervises audit staff in the performance of field audits which involve complex fiscal, compliance, and management aspects of health care delivery systems. Assigns and reviews the work performed by the audit staff to ensure that the audit working papers and audit report are accurate, complete, and comply with the professional audit standards. Much of this work is performed at the audit site which may require up to 15% of Statewide extended travel and overnight stays.  Prepares and reviews written documents e.g. working papers, audit reports, referrlas, and written correspondence to ensure that the content is accurate, grammatically correct, and written in active voice.  Participates in administrative appeal hearings and/or criminal hearings with health care providers and other governmental offices. This includes health care delivery systems administrators, financial managers, cost reimbursement consultants, and attorneys. In addition, attends exit conferences and other meetings with health care providers, outside agencies, DHCS executive management, and DHCS staff to present and discuss audit findings and issues.           Establishes control and monitoring systems to maintain control over the progress of the assigned workload. Develops and controls time budgets. Prepares production reports for the Section Chief. Forecasts staffing requirements and develops budgeting requests and justifications.           Recruits, interviews, and advises management in the hiring of new staff. Evaluates employees' performance and initiates corrective actions as necessary. Trains and develops staff. Identifies staff training needs, and develops and participates in branch's in-service training program. Provides assistance to the Section Chief in administrative activities or other special assignments.                         
	Essential Functions2: 
	Marginal Functions: Other duties as required. 
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