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Public Session: 12:01 p.m. 
A. Organizational Functions 

1.Call to Order 
2.Roll Call 

Commissioners Present Absent 
Dr. Joseph Metoyer Jr., Chair X  
Joy Abbott, Vice Chair X  
Barbara Greenstein X  
Deborah Jansen X  
Lawrence Leone X  

B. Director’s Report  

Classification Studies 
Staff presented five classification revisions, two of which included recommendations for salary 
reallocation. Two of the requests were a part of the cyclical classification studies.   
 
Cyclical studies for each of the following Occupational Groups are in process: 

• Instructional Tutors (Tutoring Coordinators remaining) 
• Health Services 
• Performing Arts Management 
• Student Services Clerks 
• Student Services Assistants 
• KCRW 

 
Reviews for Instructional Tutors, Health Services, and Performing Arts management 
classifications are anticipated to be completed in the summer.  
 
Reviews in process that are outside of the cyclical studies include requests for two new 
classifications, five classification revisions, six position reclassifications – five of which will require 
creation of new classifications if the reclassification is granted, and four requests for salary 
reviews of individual positions. Five of these classification studies are currently in the process of 
being reviewed by management or CSEA stakeholders.  
 
Recruitment 
Personnel Commission staff submitted three eligibility lists for approval, reporting nine 
recruitments in process, one recruitment on hold, and three more upcoming recruitments.  
 
Merit Rules Advisory Committee Update 
The Merit Rules Advisory Committee is in the process of reviewing Chapter 11.  
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Public Comments: Non-Actionable Items from those in attendance. 
1. Longevity-June 2024 

10 YEARS 
Samwel Osewe, Custodian, Operations 
15 YEARS 
Grace Smith, Director of Public Information, Superintendent/President’s Office 
 -Robert Myers recognized Grace’s excellent service to the College. 
20 YEARS 
Joshua Casillas, Student Onboarding Specialist, Welcome Center 
25 YEARS 
Maria Bonin, Transfer and Articulation Specialist, Counseling 

-Sara Nieves Lucas, Estela Narrie, Olivia Vallejo and Janet Robinson, Erika Knox, Aeri 
Gomez recognized Maria’s excellent service to the College. 

35 YEARS 
Kerry Dawson, Athletic and Kinesiology Equipment Specialist, Athletics & Kinesiology 

 
C. Comments from the Vice President of Human Resources 

a. No Comments 
D. Comments from the President of CSEA 

a. No Comments 
E. Comments from the President of Management Association 

a. President Scott Silverman congratulated those receiving longevity recognition and 
thanked all Classified staff for their service to the College. 

F. Comments from Personnel Commission Staff 
a. No Comments 

G. Comments from the Personnel Commissioners 
a. No Comments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Thursday, June 20, 2024 

 
 

3 

 
H. Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 
1 Advisory Item: Update on Cyclical Classification Studies 4 
2 Meeting Calendar for Fiscal Year 2024-2025 6 
3 Classification Description Revisions: Clinical Placement Specialist 7 

4 Classification Description Revisions:  
Health Sciences Learning Lab Specialist 16 

5 Classification Description Revisions: 
Disabled Student Services Assistant         Item # 5 PULLED  

6 Classification Description Revisions and Salary Reallocation: 
Accounting Specialist  27 

7 Retitle, Classification Description Revisions and Salary Reallocation: 
Class Scheduling Specialist to Academic Scheduling Specialist 40 

I. Consent Agenda 

Report 
Number Subject Page 

Number 
8 Ratification of Eligibility Lists 52 
9 Ratification of Meeting Minutes 53 

10 Ratification of Working Out of Class and 
Internal Limited Term Assignments 54 

11 Appointments to Provisional Assignments 56 
12 Personnel Commission Project Status Report 57 

J. Adjournment 
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Agenda Report Number 1 

Subject Advisory Item: 
Update on Cyclical Classification Studies 

Date June 20, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Background 
 
The Personnel Commission is moving forward with orientations for our last group of 
classification studies that are a part of our first round of cyclical reviews. This is the first of 
several public meeting reports designed to keep the Commissioners, District management and 
staff, union partners, and the public updated regarding the status of these studies. In addition, 
we want to continually provide updates regarding research and development of new processes 
prior to the start of our next round of cyclical reviews.    
 
Timeline and Prioritization of Current Classification Reviews 
 
The Personnel Commission began the first round of these studies in the latter part of 2016, 
anticipating completion of first-cycle studies in early 2022. As acknowledged, we are 
approximately 2 ½ years behind schedule, due to multiple challenges encountered during our 
first round of reviews, including budget uncertainties, bargaining obligations, and overall 
Personnel Commission workload.  
 
In response to the pandemic, many of our District departments had to redesign the processes 
and procedures used to deliver services. These services, normally delivered in person, needed to 
be revised on short notice to be carried out remotely, and continue in this manner for an 
indefinite period of time. Many of the SMC departments under cyclical review were challenged 
to provide much of the information required for classification reviews during this time, causing 
delays in our process. 
 
The Personnel Commission has received significant increases in the number of ad hoc requests 
for reclassification or individual salary study reviews during the past two years.  These requests 
fall outside of the scheduled cyclical review studies. Our past practices have allowed employees 
and District management to submit requests for ad hoc studies, with approvals required from 
both senior staff and CSEA before we move forward. During the past two years, approximately 
40% of the classification review projects were from ad hoc study requests. Given current staffing 
levels and timeline concerns, the Personnel Commission will be modifying the criteria for 
accepting ad hoc review requests.  Until this first round of cyclical classification studies has been 
completed, all studies that are part of these cyclical reviews will be prioritized over ad hoc 
requests.  
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Reviews for the majority of Performing Arts non-management classifications are anticipated for 
completion near the end of this month. Orientations for Performing Arts management 
classifications, KCRW, and the remainder of the Student Services group have been held during 
the past month. Fact-finding will begin in the next few weeks, once employees have had the 
opportunity to complete and submit individual Position Description Questionnaires. 
 
Preparation for our Second Round of Cyclical Reviews 
 
In preparation for the start of our next round of cyclical studies, Personnel Commission staff 
submitted a proposed calendar to CSEA on Tuesday, May 28, to provide them with an 
opportunity for input. We are continuing discussions with CSEA to review our current processes 
and consider recommendations for changes prior to the start of the next round. We are 
scheduled to meet with senior staff and Dr. Jeffery on June 27 to review similar information and 
gather further input. Areas for review include the current review process, external agencies used 
in our market surveys, pay philosophy, level of transparency and communication with 
stakeholders, and prioritization of studies. Legal mandates and limitations will be reviewed as 
well to clarify the scope of our ability to make changes.  
 
Concerns have recently been raised about how internal alignment between classifications is 
monitored and addressed. Education Code 88076 requires the Personnel Commission to 
“allocate positions to appropriate classes, arrange classes into occupational hierarchies, and 
determine reasonable relationships within occupational hierarchies.” There is no legal 
requirement, nor objective formula at present for determining appropriate internal alignment 
between occupational hierarchies, i.e., Accountants and Electricians, Administrative Assistants 
and Student Services Specialists. Comparing jobs only within these occupational groups 
minimizes subjectivity involved in determining appropriate hierarchies. (Note: It is common for 
employees from other occupational hierarchies to promote to Administrative Assistant positions, 
and for Administrative Assistants to promote to other jobs outside of their occupational group. 
However, this does not negate the fact that the Administrative Assistant group is distinctly 
different from other occupational groups, with its own set of unique requirements and 
responsibilities that differentiate it from other classifications.)  Further review will be done 
during this preparation period to determine if there is a way to better address concerns about 
potential promotional ladders between similar occupational hierarchies.  
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Agenda Report Number 2 
Subject Meeting Calendar for Fiscal Year 2024-2025 
Date June 20, 2024 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 

 
Day Month Date  Year Time Venue 

Wednesday July 17 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday August 21 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday September 18 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday October 16 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday November 20 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday December 18 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday January 15 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday February 19 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday March 19 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday April 16 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday May 21 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

Wednesday June 18 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

  
  
Disposition by the Committee  
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number 3 
Subject Classification Description Revisions: Clinical Placement Specialist 
Date June 20, 2024 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By John Linke, Supervising Personnel Analyst 

   
BACKGROUND 
 
Attached for your approval are the classification revisions for Clinical Placement Specialist. 
 
As part of the cyclical review process, we are reviewing classifications in the Health Services job 
discipline. The Clinical Placement Specialist identifies potential sites for clinical experiences, 
reviews site contracts for accuracy, evaluates new and current clinical sites, processes clinical 
clearance documents, and coordinates clinical student placement for the Nursing program. This 
classification also manages, maintains and oversees the clinical placement database and serves a 
liaison between the District’s Nursing Program and the clinical sites. 
 
This classification was established in May 2019 and has not been revised since its creation.  
There is currently one permanent incumbent in this classification. 
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents 
were invited to participate in a class study orientation on February 7, 2024, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions.  Incumbents were asked to complete a Position Description Questionnaire by 
March 5, 2024. 
 
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet was completed to document the frequency and criticality 
of each duty in the current class description. Additionally, revisions were proposed to update 
distinguishing characteristics, augment the KSAs (knowledge, skills and abilities) to more 
accurately reflect the requirements of the role, and update standard verbiage.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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RESULTS 
 
Based on data gathered, class description revisions are being proposed to clarify KSAs 
(knowledge, skills and abilities), update distinguishing characteristics, and update standard 
verbiage. 
 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking. Sufficient market data was not available to utilize 
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be 
matched). As a result, salary allocation is recommended based on internal alignment. 
Commission staff found variation in organizational structure at benchmark agencies that limited 
appropriate matches. While some organizations did not use a classified role to develop and 
implement clinical placement activities, other used broader classifications responsible for 
coordinating overall health program activities in addition to liaising with clinical sites. 
 
The following chart shows related classifications and current salary allocation for each 
classification. 
 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Health Center Supervisor1 M37 $12,866 $15,638 5.30% 
Nurse Practitioner1 64 $12,218 $14,851 47.76% 

Registered Nurse-Health Services1 48 $8,269 $10,051 21.55% 
Health Sciences Learning Lab Specialist2 40 $6,803 $8,269 15.78% 

Clinical Placement Specialist 34 $5,876 $7,143 21.56% 
Health Assistant1 26 $4,834 $5,876  

1Pending review 
2Addressed in separate agenda report 
 
SALARY ALLOCATION 
 
The current salary range for Clinical Placement Specialist is Range 34 on the Classified Employee 
Salary Schedule and is appropriately allocated between the higher-level Health Sciences Learning 
Lab Specialist and the lower-level Health Assistant, given the level of knowledge and complexity 
of work required. As such, it is recommended that the salary placement for this role remain at 
Range 34. 
 
Cyclical review results have been sent to the incumbent, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
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RECOMMENDATION 
 
It is recommended that the Commission approve the proposed classification description 
revisions for Clinical Placement Specialist. 
 
 

Disposition by the Commission 
Motion Made By Deborah Jansen 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 4 
Subject Classification Description Revisions:  

Health Sciences Learning Lab Specialist 
Date June 20, 2024 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By John Linke, Supervising Personnel Analyst 

   
BACKGROUND 
 
Attached for your approval are the classification revisions for Health Sciences Learning Lab 
Specialist. 
 
As part of the cyclical review process, we are reviewing classifications in the Health Services job 
discipline. The Health Sciences Learning Lab Specialist performs a variety of duties to plan and 
implement the operational activities of the Nursing Skills/Simulation lab and provides 
instructional support and remediation to students in the area of clinical nursing. 
 
This classification was established in May 2022 and has not been revised since its creation.  
There is currently one permanent incumbent in this classification. 
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents 
were invited to participate in a class study orientation on February 7, 2024, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions.  Incumbents were asked to complete a Position Description Questionnaire by 
March 5, 2024. 
 
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet was completed to document the frequency and criticality 
of each duty in the current class description. Additionally, revisions were proposed to clarify 
reporting relationships and augment the KSAs (knowledge, skills and abilities) to more accurately 
reflect the requirements of the role.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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RESULTS 
 
Based on data gathered, class description revisions are being proposed to clarify KSAs 
(knowledge, skills and abilities) and reporting relationships. 
 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking. Sufficient market data was not available to utilize 
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be 
matched). As a result, salary allocation is recommended based on internal alignment. 
Commission staff found variation in organizational structure at benchmark agencies that limited 
appropriate matches. While some organizations did not use a classified role to perform nursing 
lab support, other organizations separated the nursing instructional support and operational lab 
support functions into different classifications, making matching difficult. 
 
The following chart shows related classifications and current salary allocation for each 
classification. 
 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Health Center Supervisor1 M37 $12,866 $15,638 5.30% 
Nurse Practitioner1 64 $12,218 $14,851 47.76% 

Registered Nurse-Health Services1 48 $8,269 $10,051 21.55% 
Health Sciences Learning Lab Specialist 40 $6,803 $8,269 15.78% 

Clinical Placement Specialist2 34 $5,876 $7,143 21.56% 
Health Assistant1 26 $4,834 $5,876  

1Pending review 
2Addressed in separate agenda report 
 
SALARY ALLOCATION 
 
The current salary range for Health Sciences Learning Lab Specialist is Range 40 on the Classified 
Employee Salary Schedule and is appropriately allocated between the higher-level Registered 
Nurse – Health Services and the lower-level Clinical Placement Specialist, given the level of 
knowledge and complexity of work required. As such, it is recommended that the salary 
placement for this role remain at Range 40. 
 
Cyclical review results have been sent to the incumbent, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
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RECOMMENDATION 
 
It is recommended that the Commission approve the proposed classification description 
revisions for Health Sciences Learning Lab Specialist. 
 

Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Lawrence Leone 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 5 
Subject Classification Description Revisions: 

Disabled Student Services Assistant 
Date June 20, 2024 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Julia Britt, Personnel Analyst 

Amy Gurjian, Classification & Compensation Manager 
 
BACKGROUND 
 
Attached for your approval are the classification revisions for Disabled Student Services 
Assistant.  
 
As part of the cyclical review process, we are reviewing classifications in the Instructional 
Assistance job discipline. The Disabled Student Services Assistant performs general clerical and 
receptionist duties for DSPS, as well as provides a variety of support services to assist students 
with disabilities.   
  
This classification was established in February 2008 and has been revised several times since its 
establishment. The most recent revision was approved in June 2016. There are currently three 
incumbents in this classification.  
 
METHODOLOGY  
 
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. Incumbents and 
CSEA were invited to participate in a class study orientation on May 10, 2023, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions. Incumbents were asked to complete a Position Description Questionnaire by 
June 2, 2023.  
 
Personnel Commission staff consulted with Denise Henninger, Disabled Student Programs and 
Services Manager, to discuss the classification description. In addition, the manager was 
requested to complete a duty analysis worksheet by rating the frequency and criticality of each 
duty in the current class description. Additionally, revisions are proposed to clarify duties 
assigned and knowledge and abilities required for the job to more accurately reflect the nature 
of the work required.   
  
Additionally, a job evaluation and an external salary survey of standard benchmark agencies was 
conducted.  Salary data was gathered based on the comparison of positions with the level of 
duties and responsibilities most similar to the subject position.  
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RESULTS 
 
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed. Additional minor changes serve to clarify the 
concept of the class, essential duties, KSAs (knowledge, skills and abilities) and minimum 
qualifications.  
  
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement (i.e., at least 30% of surveyed jobs should be matched). Benchmark agencies differed 
in scope of work and level of duties performed. For instance, a similar level of clerical work was 
performed, however some support services were missing, such as note-taking, or were 
performed at a higher level, such as coordinating the support services and accommodations 
offered to students rather than performing those duties.  
 
SALARY ALLOCATION 
 
No change in salary is recommended as a result of revisions to the description. The Disabled 
Student Services Assistant is an entry-level classification, similar to the Student Services Clerk in 
the level of work and minimum requirements. The following chart shows classifications in DSPS 
and salary allocation for each classification:  

 JOB TITLE RANGE MIN MAX % DIFF BETWEEN 
LEVELS 

DSPS Specialist 32 $5,596 $6,803 18.51% 
Student Services Assistant* 25 $4,722 $5,739 10.25% 
Disabled Student Services Assistant  21 $4,283 $5,206 0.00% 
Student Services Clerk* 21 $4,283 $5,206  

*Pending review as scheduled on the FY23-24 cyclical review calendar. 
  
Cyclical review results have been sent to the incumbents, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership. 
 
RECOMMENDATIONS 
 
It is recommended that the Commission approve the proposed classification description 
revisions for Disabled Student Services Assistant. 

Disposition by the Commission 
Motion Made By  
Seconded By  
Ayes  
Nays  
Abstentions  
Amendments/Comments  
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 Agenda Report Number  6  
Subject  Classification Description Revisions and Salary Reallocation: 

Accounting Specialist  
Date  June 20, 2024  
To  Members of the Personnel Commission  
From  Carol Long, Director of the Personnel Commission  
By  August Faustino, Personnel Analyst  
  
BACKGROUND  
  
Attached for your approval are the class description revisions and salary reallocation for 
Accounting Specialist.  
  
In response to an ad-hoc study request submitted by the Department, Personnel Commission 
staff conducted a study of the Accounting Specialist classification.  Accounting Specialists 
perform journey level accounting support activities preparing, maintaining and processing 
accounts payable, accounts receivable, revolving cash funds, financial aid payments and/or 
reimbursements.   
  
The Accounting Specialist classification was established in June 1977. This classification has been 
revised several times since its establishment. The most recent revision was approved on June 16, 
2016. There are eight incumbents in this classification. The proposed changes will not adversely 
affect the incumbents.  
  
METHODOLOGY  
  
A Request for Ad-Hoc Classification Study Form was submitted to the Commission on January 30, 
2023.  The form was reviewed by Commission staff.  An interview was conducted with Cherry 
Aquino, Accounts Payable Supervisor, to discuss the changes requested on the classification 
description.  In addition, the supervisor was requested to complete a duty analysis worksheet by 
rating the frequency and criticality of each duty in the current classification description. 
Distinguishing characteristics were modified to delineate this classification from related roles, 
the knowledge and abilities section was updated, and duties were added and modified to more 
accurately reflect the responsibilities assigned to this classification.  
  
A job evaluation and an external salary study of public agencies with positions that have 
comparable duties and responsibilities was conducted. Salary data was gathered based on the 
comparison of positions with the level of duties and responsibilities most similar to the subject 
position.  
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RESULTS  
  
Based on the data gathered, revisions to the class description are being proposed, to include a 
more accurate description of the work performed. Additional changes serve to clarify the 
concept of the class, distinguishing characteristics and KSAs (knowledge, skills and abilities).  
  
A comprehensive salary survey of 16 comparable agencies was conducted to determine current 
salary ranking. Salary data was gathered based on the comparison of positions with the level of 
duties and responsibilities most similar to Accounting Specialist. The survey resulted in eleven 
moderate matches, which are identified and presented below.  

AGENCY  JOB TITLE  MIN     MAX     MEDIAN    
Santa Monica College  Accounting Specialist  $5,330  $6,479  $5,905  
Cerritos College  Accounting Technician III  $5,597  $6,726  $6,162  
Contra Costa CCD  Accounting Specialist  $5,319  $6,479  $5,899  
Foothill De Anza CCD  Accounting Technician  $6,012  $8,053  $7,033  
Glendale College  Accounting Technician  $5,034  $6,425  $5,730  
Long Beach City 
College  Accounting Specialist  $4,968  $6,110  $5,539  

North Orange County 
CCD  Accounting Technician  $5,397  $6,503  $5,950  

Pasadena City College  Accounting Technician - General 
Accounting  $4,617  $5,893  $5,255  

Riverside CCD  Accounts Payable Specialist  $5,539  $6,744  $6,142  
Santa Barbara City 
College  Accounting Technician III  $5,808  $6,904  $6,356  

State Center CCD  Senior Accounting Technician  $5,332  $6,558  $5,945  

Ventura County CCD  Accounts Payable Technician/Accounting 
Technician  $4,376  $6,041  $5,209  

  Average  $5,273  $6,585  $5,929  
  25th Percentile  $5,001  $6,268  $5,634  
  50th Percentile  $5,332  $6,503  $5,945  
  75th Percentile  $5,568  $6,735  $6,152  
  80th Percentile  $5,597  $6,744  $6,162  
  90th Percentile  $5,808  $6,904  $6,356  
  SMC % RANK  48.4%  40.0%  41.1%  
  SMC Difference From AVG  1.1%  -1.6%  -0.4%  
  SMC Difference From MED  0.0%  -0.4%  -0.7%  
  
The current salary range for Accounting Specialist is Range 30 on the Classified Employee Salary 
Schedule. In this survey, SMC is in the 41st median percentile compared to all benchmark 
agencies with comparable classifications; that is, 59% of market comparables were paid higher 
than the SMC classification.  
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SALARY REALLOCATION  
 
It is recommended that the salary for Accounting Specialist be reallocated from Range 30 
($5,330 to $6,479 per month) of the Classified Salary Schedule to Range 32 ($5,596 to $6,803 
per month), a 5% increase. The proposed reallocation will preserve salary differentials in the 
occupational hierarchy.   
  
The results of this study have been sent to incumbents, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.   
  
The following chart shows related classifications in this occupational hierarchy and current salary 
allocation for each classification:  
  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Accounts Payable Supervisor  M17  $7,899  $9,601  10.58%  
Accountant  42  $7,143  $8,682  21.56%  
Accounting Technician  34  $5,876  $7,143  5.00%  
Accounting Specialist (Proposed)  32  $5,596  $6,803  4.99%  
Accounting Specialist (Current)  30  $5,330  $6,479     
   
RECOMMENDATION  
 
It is recommended that the Commission approve the classification revisions and salary 
reallocation for the Accounting Specialist.  
  
FROM: Classified Employee Salary Schedule - Range 30  
  
TO: Classified Employee Salary Schedule - Range 32  
  
Disposition by the Commission  
Motion Made By   Deborah Jansen 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number 7 
Subject Retitle, Classification Description Revisions and Salary Reallocation: 

Class Scheduling Specialist to Academic Scheduling Specialist 
Date June 20, 2024 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By August Faustino, Personnel Analyst 

 
BACKGROUND 
 
Attached for your approval is the retitle, class description revisions and salary reallocation for 
Class Scheduling Specialist. 

In response to a request for reclassification submitted, Personnel Commission staff conducted a 
study of the Class Scheduling Specialist classification.  The Class Scheduling Specialist performs 
complex technical functions in support of academic schedule production. Incumbents create and 
maintain schedule content, serve as a functional expert on the District's scheduling databases 
and assist in training database users. 
 
This classification was created in March 2019 and has not been revised since its approval date. 
There is currently one permanent incumbent in this classification.  

METHODOLOGY 
 
A Request for Reclassification Form and a Position Description Questionnaire (PDQ) were 
submitted to the Commission in November 2023.  Personnel Commission staff reviewed the 
information submitted and conducted a job audit with the incumbent to gather additional details 
about the scope of responsibilities, level of complexity of the duties, knowledge required for the 
role and the timeframe during which these duties were performed. An interview was conducted 
with the incumbent’s supervisor, Dione Hodges, Dean, Academic Affairs, to discuss the 
classification description.  In addition, the supervisor was requested to update required duties 
and complete a duty analysis worksheet by rating the frequency and criticality of each duty in 
the classification description. Distinguishing characteristics were modified to delineate this 
classification from related roles, the KSA’s (knowledge, skills and abilities) section was updated, 
and duties were added and modified to more accurately reflect the responsibilities assigned to 
this classification. 
A job evaluation and an external salary study of public agencies with positions that have 
comparable duties and responsibilities was conducted. Salary data was gathered based on the 
comparison of positions with the level of duties and responsibilities most similar to the subject 
position. 
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RESULTS 
 
Based on the data gathered, a retitle with revisions to the description is being proposed to 
include a more accurate description of the work required.  Based on job analysis findings, 
Commission staff found that the Class Scheduling Specialist has gradually increased in complexity 
and level of knowledge required since it was initially created in 2019.  The changes being 
presented serve to clarify the class concept, update the essential duties, KSAs (knowledge, skills, 
and abilities) and distinguishing characteristics.  
The salary survey of standard benchmark agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
the Class Scheduling Specialist. The survey resulted in eight moderate matches, which are 
identified and presented below: 

AGENCY JOB TITLE MIN    MAX    MEDIAN   
Santa Monica College Class Scheduling Specialist $5,596 $6,803 $6,200 

Cerritos College Instructional Scheduling 
Specialist $5,597 $6,726 $6,162 

Contra Costa CCD Academic Scheduling 
Specialist 

$5,870 $7,153 $6,512 

Long Beach City 
College Schedule Specialist $5,802 $7,152 $6,477 

Los Angeles CCD Academic Scheduling 
Specialist $5,402 $6,693 $6,048 

North Orange County 
CCD 

Catalog and Schedule 
Coordinator $5,909 $7,130 $6,520 

Pasadena City College Scheduling Specialist $5,354 $6,834 $6,094 
Santa Barbara City 
College Catalog/Schedule Specialist $5,808 $6,904 $6,356 

Ventura County CCD Academic Data Specialist $5,290 $7,295 $6,293 
 Average $5,629 $6,986 $6,307 
 25th Percentile $5,390 $6,807 $6,145 
 50th Percentile $5,700 $7,017 $6,324 
 75th Percentile $5,824 $7,152 $6,486 
 80th Percentile $5,845 $7,153 $6,498 
 90th Percentile $5,882 $7,196 $6,514 
 SMC % RANK 42.7% 24.4% 32.7% 
 SMC Difference From AVG -0.6% -2.7% -1.7% 
 SMC Difference From MED -1.8% -3.1% -2.0% 

 
The current salary range for Class Scheduling Specialist is Range 32 on the Classified Salary 
Schedule. In this survey, SMC is in the 33rd median percentile compared to all benchmark 
agencies with comparable classifications; that is, 67% of market comparables were paid higher 
than the SMC classification. 
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SALARY ALLOCATION 
 
It is recommended that the salary for Class Scheduling Specialist be reallocated from Range 32 
($5596 to $6803) to Range 34 ($5876 to $7143) on the Classified Salary Schedule, a 5% increase. 
The proposed increase would place the median salary for this classification at the 85th percentile 
compared to the market median. Salary reallocation is justified given that it meets the College’s 
goal to target base median salary at the 70th percentile. One range lower would place the salary 
below the 70th percentile ranking as compared to the market median. Position review results 
were sent to the incumbent, CSEA, Department Management, Business Services, Human 
Resources, and executive leadership.  
 
RECOMMENDATION  
 
It is recommended that the Commission approve the proposed retitle, class description revisions 
and salary reallocation for Class Scheduling Specialist. 
 
From: Class Scheduling Specialist Range 32 – Classified Salary Schedule  
To: Academic Scheduling Specialist Range 34 – Classified Salary Schedule 
 

Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Joy Abbott 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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J. Consent Agenda 

Report 
Number Subject Page 

Number 

8 Ratification of Eligibility Lists 52 
9 Ratification of Meeting Minutes 53 

10 Ratification of Working Out of Class and 
Internal Limited Term Assignments 54 

11 Appointments to Provisional Assignments 56 
12 Personnel Commission Project Status Report 57 

 
 
Disposition by the Commission  
Motion Made By   Barbara Greenstein 
Seconded By   Lawrence Leone 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number  8 
Subject  Ratification of Eligibility Lists 
Date  June 20, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following Eligibility Lists. 

Classification  
Number of 

Promotional 
Candidates  

Total Number of 
Candidates  Expiration Date  

Outreach and Recruitment 
Specialist (PROMO) 2 2 12/13/2024 

Program Coordinator-
Community Education (PROMO)  4 4 12/10/2024 

Laboratory Technician-Life 
Science (Aquaculture) 0 14 6/18/2025 
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Agenda Report Number  9 
Subject  Ratification of Meeting Minutes 
Date  June 20, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following Minutes: 
 

1. Special Meeting Minutes- May 15, 2024 
2. Special Meeting Minutes- May 31, 2024 
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Agenda Report Number  10 
Subject  Ratification of Working Out of Class and Internal Limited Term 

Assignments 
Date  June 20, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following provisional working out 
of class assignments.  
  

I.Provisional Working Out of Class Assignment  
 Name/Permanent Class  Provisional Assignment  Assignment Dates  
Nahum Campos, Custodian  Skilled Maintenance Worker II  7/1/2024 to 11/5/2024  
Jeremy Newman,  
Student Services Clerk  

Student Services Assistant 
(EOPS/CARE)  6/1/2024 to 10/4/2024  

*Unless otherwise noted, WOC assignments are paid at 100%.  
  

II.Internal Limited Term Assignment  
 Name/Permanent Class  Provisional Assignment  Assignment Dates  
George Rogers,   
Student Services Clerk  

Student Services Assistant 
(EOPS/CARE)  6/1/2024 to 12/20/2024  

Corey Smith,  
Student Services Clerk  

Student Services Assistant 
(International)  6/3/2024 to 6/28/2024  

*Unless otherwise noted, WOC assignments are paid at 100%.  
 

III.Extension to Existing Substitute Limited Term Assignment 

Name/Permanent Class WOC Assignment Dates of Initial 
Assignment Dates of Extension 

Giselle Gradilla, 
Administrative Assistant II 

Outreach and 
Recruitment Specialist 1/16/2024 to 6/11/2024 6/12/2024 to 

6/30/2024 
 
3.2.10   

A. CONCEPT OF WORKING OUT OF CLASSIFICATION 
 

1. Each classified employee shall be required to perform the duties of the position approved by the 
Board and classified by the Personnel Commission for the class to which he or she is assigned.  An 
employee may be required to perform other related duties consistent with the concept of the 
classification to which the position is assigned. 

 
2. Classified employees shall not be required to perform duties and responsibilities which are not fixed 

and prescribed for their positions or are not consistent with the concept of the classification of their 
current position for any period of time which exceeds five (5) working days within a fifteen (15) 
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calendar day period, or equivalent (i.e., four 10-hour working days within a fifteen (15) calendar day 
period) except as provided by this rule. 

 
3. Working out of class assignments are designed for temporary situations and shall not be used to 

place an employee in a long-term or permanent assignment in a higher or different classification.  
No employee shall be assigned to work out of class beyond the time limits specified in Merit Rule 
7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term Appointments). 

 
B. Procedure for Supervisor Requesting Approval for Working Out of Class 
 
 3. The Director of Classified Personnel will advise the Office of Human Resources  
  of the findings and shall present those findings, including the recommended pay  
  differential, to the Personnel Commission for approval.  Confirmation of this  
  approval shall then be sent by the Personnel Commission to the Supervisor and  
  the employee, and forwarded to the Board of Trustees for final approval. 
 
Agreement between Santa Monica Community College and CSEA, Chapter 36, Article 11 
 
11.7   Work out of Classification 
 11.7.1 Definition: 

Working out of classification assignments shall not exceed a period of ninety (90) 
working days per fiscal year and no more than ninety (90) days in any one 
hundred eighty (180) day period. 

 11.7.3  Compensation: 
            a.  In the event that an employee is assigned duties at a higher classification as 

defined above and those duties make up at least fifty percent (50%) of the 
employee’s daily assignments, the employee salary shall be adjusted as set 
forth in Section 11.4.1. 

 
b.       If those duties make up less than fifty percent (50%) of the employee’s daily 

assignment, the District shall pay the employee equal to one half (1/2) of 
the stipend that would have been paid under sub division a (above) 

11.4   Salary on Promotion 
 

11.4.1 When an employee is promoted to a position in a higher salary range, he/she 
shall receive the next higher dollar amount above his/her present rate of pay, 
but not less than the minimum of the new salary range.  If that amount is less 
than a one-step (5%) increase, the employee shall be placed at the next higher 
step over that authorized above. 

 
RECOMMENDATION 
It is recommended that the Personnel Commission approve the requests for working out-of-class 
for the appropriate stipend as indicated under subdivision a of CSEA, Chapter 36, Article 
11.7.3.b. (above). 
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Agenda Report Number 11 
Subject Appointments to Provisional Assignments 
Date June 20, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Tatiana Morrison, Personnel Technician 
 
The Personnel Commission is advised that the following persons have been appointed to the 
following provisional assignments, not to exceed 90 working days pursuant to Section 7.2 of the 
Rules and Regulations of the Classified Service of the Santa Monica Community College District. 
 

Candidate Position Department Duration* 
Farah Haque Events Assistant SMC Performing Arts Center 5/6/2024-6/30/2024 
Frans Klinkenberg Theatre Technical Specialist SMC Performing Arts Center 7/10/2023-3/27/2024 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
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Agenda Report Number 12 
Subject Personnel Commission Project Status Report 
Date June 20, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 
Recruitment 
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Classification and Compensation 
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K.Adjournment at 12:45 p.m. 
 
Disposition by the Commission 
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
  
 
As required by law, the agenda for the June 20, 2024 Regular Meeting of the Santa Monica 
College Personnel Commission was posted on the Official District Website no later than 72 hours 
prior to the date and time of this meeting.  
 


