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DUTY STATEMENT 
Classification: 
Working Title: 
Program: 
Division: 

Section : 
Branch: 

Unit: 

Office Location: 

COI Position:  Yes  No 
CBID: Position Number: 

Telework Eligible:  Yes  No 

Bilingual Position:  Yes  No Specify Language:

This position requires the incumbent to perform their essential functions; maintain consistent and regular 
attendance in-person and/or virtually; to communicate effectively and professionally, both orally and in 
writing; to develop and maintain knowledge and skills related to specific tasks, methodologies, materials, 
tools, and equipment; to complete assignments in a timely manner; and to adhere to departmental policies 
and procedures regarding attendance and conduct including those outlined in the Health Administrative 
Manual and the DHCS Telework Program. To promote collaboration and connection, essential functions are 
generally in-person consistent with the DHCS Telework Program and pursuant to an approved Telework 
Agreement.

Job Summary: 



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

DHCS 2388 (Revised 07/2025) 

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. 

Job Summary (cont): 
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Description of Duties: 
% of Time Essential Functions 
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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 
Travel May be Required: 

 Occasional  Over Night 
Requires Lifting of Heavy Objects up to: 

Acknowledgements: 
Human Resources Acknowledgement: The Human Resources Division has reviewed and approved this 
duty statement. 
Analyst Name: Analyst Signature: Date: 

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: 
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	Classification: Research Data Specialist I
	Working Title: Data De-Identification Specialist
	Program: Enterprise Data and Information Management
	Division: Data Analytics
	Unit: Data De-Identification
	OfficeLocation: [1700 K Street, Sacramento, CA 95814]
	COI Classification: No
	CBID: [R01]
	Position Number: 803-396-5742-930
	Telework Eligible: Yes
	Bilingual Position: No
	Specify Language: Not Applicable
	MarginalFunctionsRow1: Perform other duties as assigned.
	SupervisionReceived: [Under General Direction]
	SupClass: Research Data Supervisor I
	NonSupervisoryClassificationNone: On
	ClericalStaff: Off
	AnalyticalStaff: Off
	TechnicalStaff: Off
	ProfessionalStaff: Off
	SupervisoryStaff: Off
	ManagerialStaff: Off
	Medical Evaluation Clearance: Off
	Typing Certificate: Off
	Valid Drivers License: Off
	Background Check  Finger Printing Clearance: Off
	Valid Professional License please specify: Off
	ValidProfessionalLicenseSpecify: 
	Desirable Qualifications: -Experience with SAS, SQL or other similar statistical software.

-Experience working with health-care program data.

-Experience working on multiple projects with competing deadlines.

	Standing: Off
	Sitting: On
	Kneeling: Off
	Bending: Off
	Occasional: Off
	Over Night: Off
	LiftAmount: 
	HRDAnalystName: 
	HRDAnalystSigDate: 
	EmpName: 
	EmpSigDate: 
	SupName: 
	SupSigDate: 
	EssentialFunctionsRow1: As a subject matter expert, provide guidance to division staff and management on DHCS Data De-Identification Guidelines (DDG), and assist in de-identification activities. Assure that data developed for public release meets the requirements of the California Information Practices Act (IPA), and the Health Insurance Portability and Accountability Act of 1996 (HIPAA), as well as alignment with the California Health and Human Services (CHHS) governance goals to reduce inconsistency of practices across departments. Facilitate the release of useful data to the public in order to promote transparency of state government. Conducting de-identification review of documents within the GovQA system associated with Public Records Act (PRA) requests.

Assist in monitoring the Chief Data Officer shared inbox, tracking and managing requests with the use of a SharePoint log. Respond to inquiries or questions related to de-identification from various programs within DHCS. Compose Expert Determination Statistical Assessments, which requires drafting a narrative of the expert's determination. Participate in an Interdepartmental DDG Training Workgroup to share de-identification methods and knowledge across departments. Develop and create DDG training and resource material for DHCS staff.

Utilize various statistical tools, such as MS Excel and Arc GIS for data publishing and reporting. Work as part of a multi-disciplinary team, utilizing the Management Information and Decision Support (MIS/DSS) Teradata warehouse to independently gather, compile, and generate tables based on internal data analysis and reporting requests. Triage internal data requests, conduct peer review, assess completeness, validity, and consistency of data for posting on the DHCS public website and release by way of PRA requests. Independently perform coordination of data extraction from the MIS/DSS warehouse and analysis related to various departmental datasets. Ensure the validation of data in accordance with published guidelines and streamline submission procedures for posting of structured data on departmental data portals. Perform maintenance of web-based applications associated with the platforms for DHCS datasets.

Design, organize and conduct complicated and varied research and analysis of Medi-Cal eligibility, utilization (Fee-for-Service claims and managed care encounters), expenditure, capitation, pharmacy, provider, vital statistics and other healthcare data from a variety of sources including the DHCS mainframe systems and Teradata warehouse. Provide data management and maintenance support for various DHCS research activities. Develop and use research methodology and techniques where precedents are lacking or a sparse body of knowledge exists. Prepare datasets, pivot tables, statistical summaries, dashboards, briefs, white papers, charts, graphs, figures, presentations, and publicly release data products that are published on the internet and the CHHS Open Data Portal.
	PN4: Page 4 of 9
	PN5: Page 5 of 9
	PN6: Page 6 of 9
	EssentialFunctionsRow3: 
	Time3: 
	EssentialFunctionsRow2: Develop and create analytical models and benchmarks for health outcomes, service utilization, and system capacity analyses, and analytic/research datasets, using SAS, ArcGIS, structured query language/Microsoft Business Intelligence stack, Business Objects, Excel and other tools. Respond to internal and external data requests, including Public Record Act requests, subpoenas, Data Use Agreements for academic researchers, Business Use Case Proposals from other Departments under the California Health and Human Services Agency's (CHHS), and requests from federal entities, the Governor's Office, the Legislative Analyst's Office, and other DHCS programs.
	Time2: 10%
	PN1: Page 1 of 9
	PN3: Page 3 of 9
	PN2: Page 2 of 9
	Job Summary (cont): 
	Job Summary: Under general direction of the Research Data Supervisor I (RD Sup I), the Research Data Specialist I (RDS I) will perform a wide range of advanced research and data management and maintenance support tasks. The incumbent will develop, implement, maintain, and enhance advanced database protocols related to health care policy and the Medi-Cal program as necessary to accomplish the goals and objectives of the Data Transparency Section within the Data Fulfillment Branch (DFB) of the Data Analytics Division (DAD), Enterprise Data and Information Management (EDIM), and Department of Health Care Services (DHCS).
The RDS I is responsible for independently developing complex Medi-Cal healthcare program analytic products in response to requests from internal and external DHCS stakeholders. The RDS I works independently and in partnership with researchers, contractors, and professionals from state and national agencies.

The RDS I utilizes various advanced business intelligence and statistical, Geographic Information System and Microsoft Business Intelligence software applications to query, validate, format, and organize structured and unstructured data to forecast trends and assess potential impact of changes to the Medi-Cal program where a body of knowledge or experience does not exist. The incumbent is responsible for coordinating complex research projects or activities, which involves defining and creating new data models and visualizations to ensure information needs are met. The RDS I applies the findings of research studies to advise management on DHCS programs' abilities to provide effective, high-quality health care to
Medi-Cal beneficiaries.
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	Percentage of Time (Marginal): 5%
	Branch: Data Fulfillment
	Section: Data Transparency


