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Vacant
	Organization
Department of Health Care Access and Information
Director’s Office
	[image: ]


	Position Number
300-5601-940
	Telework Option
Hybrid

	Classification
Information Officer I (Specialist)
	Working Title
Public Information Officer

	Supervision Exercised
None
	Location
Sacramento

	Conflict of Interest: Yes ☐    No ☒
	Fingerprint/Live Scan: Yes ☐    No ☒

	Revision Date

	Effective Date




Mission and Vision

HCAI is a leader in collecting data and disseminating information about California's healthcare landscape, promoting an equitably distributed health workforce, and publishing valuable information. The Department does this through five program areas: Affordability, Workforce, Data, Facilities, and Financing.

HCAI’s mission is to expand access to quality, equitable, affordable health care for all Californians by supporting high value delivery systems, resilient health facilities and workforces, and actionable health information and strategies.  
HCAI’s vision is a healthier California where all receive equitable, affordable, and quality health care.

General Description

Under the direction of the Public Information Offer II, the Information Officer I (Specialist) serves as the Information Officer for the California Rural Health Transformation Program (CalRHT). The Information Officer I (Specialist) performs professional and technical public and external affairs duties to advance public understanding and inform interested parties about the CalRHT program. This position requires the incumbent to develop written and visual materials such as talking points, presentation slides, infographics, social media content, news releases, web copy, marketing materials, executive speeches, and other informational materials; respond to inquiries from the news media, the general public, and other interested parties; distribute content to target audiences, including news media, rural health stakeholders, and other interested parties.




Essential Job Functions

	35%
	Public communications and outreach 
Serves as a primary producer of messaging products related to the CalRHT program. Creates, organizes, and refines talking points, executive speeches, public presentations, key messages, and stakeholder briefing materials for use by CalRHT  leadership, program managers, and staff. Works collaboratively to ensure messaging accuracy, clarity, and alignment with CalRHT program goals and legal requirements. Oversees development of presentation materials and works with graphic designers and other staff to ensure they support communications goals. Uses metrics and analytics to evaluate communication effectiveness and adapts strategies to maximize impact. Supports internal and external communications to inform, engage, and educate Californians and rural health stakeholders on the CalRHT programs, implementation status, and progress of the CalRHT Program.


	30%
	Copyediting, Plain-Language Review, and Editorial Quality Control
Works as part of a team to copyedit written and visual materials produced by cross-office teams. Reviews reports, presentations, correspondence, documents, fact sheets, website content, and other materials for grammar, clarity, consistency, plain-language, formatting, and stylistic accuracy. Ensures all materials meet HCAI editorial and style guidelines, statewide plain-language requirements, and accessibility standards. Provides guidance to staff on writing quality, structure, tone, and message accuracy. Helps develop templates, style guides, and quality-control processes to enhance consistency across all communications


	30%
	Content Production and Distribution
Provides technical and editorial support for the development, writing, design, Americans with Disabilities Act (ADA) compliance review, and delivery of communication materials. Products include presentation graphics, outreach materials, website content, social media posts, marketing collateral, news releases, and other media-oriented materials. Supports email-marketing content and distribution and ensures branding and messaging accuracy. Develops and distributes communications assets, including digital materials, presentations, visual resources, and online tools.


	5%
	Marginal Job Functions
Prepares responses to comments and questions from internal and external audiences to align with organizational communication strategy and brand identity. Research and maintain media databases, monitor media inbox for media inquiries, update and organize digital communications folders, and other duties as assigned.







Physical Demands
Must possess and maintain sufficient strength, agility, endurance, and sensory ability to perform the duties contained in this duty statement with or without reasonable accommodation.

Working Conditions
Requires use of telephone and computer, frequent contact with employees and the public, and mobility to various employee work areas and other areas of the Department of Health Care Access and Information. The standard work schedule is between 8:00 a.m. to 5:00 p.m., Monday through Friday.
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Supervisor Statement

	I have discussed the duties of this position with and have provided a copy of this duty
statement to the employee named above.

	Supervisor Name
	Supervisor Signature
	Date Signed

	
	
	



2

image1.emf

