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Public Session: 11:00 a.m.
l. Organizational Functions

a. Callto Order

b. Roll Call
Commissioner Present Absent
Dr. Joseph Metoyer Jr., Chair X

Joy Abbott, Vice Chair

Barbara Greenstein

Deborah Jansen

x| X| X| X

Lawrence Leone

c. Public Comments: Non-Actionable Items from those in attendance.

Il. Agenda Reports: Major Items of Business

Report _ Page
Number Subject Number
1 Classification Revisions: Program Coordinator-Emeritus 2
5 Classification Revision and Salary Reallocation: 11

Program Coordinator- Workforce & Economic Development
Classification Revisions, Retitle and Salary Reallocation:

3 Workforce & Economic Development Project Assistant to 21
Workforce & Economic Development Specialist
Approval of Advanced Step Placement:

4 Human Resources Technician 32

5 Examination Schedule 33
Classification Revisions, Retitle and Salary Reallocation:

6 Media and Reprographic Services Manager to 34
Reprographics Supervisor

; Approval of Advanced Step Placement: 45

IT User Support Manager

I, Adjournment
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Agenda Report Number 1
Subject Classification Revisions: Program Coordinator-Emeritus
Date June 29, 2023
To Members of the Personnel Commission
Erom Carol Long,
Director of the Personnel Commission
By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions for Program Coordinator — Emeritus

As scheduled on the annual cyclical study calendar, Commission staff is reviewing the Program
Coordinator — Emeritus classification. The Program Coordinator — Emeritus oversees,
coordinates, and assists in the day-to-day operation and activities of the Emeritus program, by
planning and scheduling course offerings based on student enrollment, facilities and faculty
availability. The Santa Monica College Emeritus Program offers a broad range of noncredit
classes that serve the interest of older adults.

The Program Coordinator - Emeritus was established in October 2006. This classification was last
revised in April 2008. There is currently one incumbent in this classification. The proposed

changes will not adversely affect the incumbent.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2021-2022. The incumbent from the
Program Coordinator - Emeritus classification, as well as CSEA, were invited to participate in a
class study orientation on November 8, 2021, to discuss the purpose of the study, methodology,
timelines, possible outcomes and implications, and frequently asked questions. The incumbent
was requested to complete a Position Description Questionnaire (PDQ) by December 13, 2021.

Personnel Commission staff met with Scott Silverman, Dean of Noncredit & External Programs
(Interim), and Guadalupe Salgado, Associate Dean of Emeritus, to discuss the classification
description. In addition, the supervisors were requested to complete a duty analysis worksheet
by rating the frequency and criticality of each duty in the current class description. Distinguishing
characteristics were added to clarify related roles within the occupational series, and duties were
added to more accurately reflect responsibilities assigned to this classification. The knowledge,
skills and abilities section were updated with standardized language.

Additionally, 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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Based on the data gathered, revisions to the class description are being proposed to include a
more accurate description of the work required. Additional changes serve to clarify the concept

of the class, essential duties and KSAs (knowledge, skills and abilities).

A comprehensive survey of comparable agencies was conducted. The salary survey of standard

benchmark organizations resulted in moderate to strong matches, which are identified and
resented below, with some variability in assigned functions but with comparable levels of

responsibility.

AGENCY JOB TITLE MIN MAX MEDIAN

Santa Monica College Program Coordinator-Emeritus $5,959 $7,244 $6,602
Cerritos College Program Facilitator S5,645 $6,789 $6,217
Contra Costa CCD Program Coordinator S5,703 $5,992 S$5,848
El Camino College Program Coordinator S5,347 $6,880 $6,114
Mt. San Antonio Coordinator, Project/Program S5,862 57,482 $6,672

College

Ventura County CCD Program Coordinator | S5,971 $8,232 $7,102
Average S5,706 $7,075 $6,390

25th Percentile S5,645 $6,789 $6,114

50th Percentile S5,703 $6,880 $6,217

75th Percentile S5,862 $7,482 $6,672

80th Percentile S5,884 $7,632 S6,758

90th Percentile S5,938 $8,007 $6,930

SMC % RANK 97.2% 65.1% 71.1%

SMC Difference From AVG 4.3% 2.3% 3.2%

SMC Difference From MED 4.3% 5.0% 5.8%

*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high
or low values in a dataset, as compared to the average. Due to variability in the number of steps
per range in comparable agencies, the median provides a more accurate comparison between

agencies.
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The current salary range for Program Coordinator — Emeritus is $5,959 to $7,244 per month
(Classified Employee Salary Schedule, Range 37). In this survey, SMC is in the 71t median
percentile compared to all benchmark agencies with comparable classifications, which meets the
College’s goal to target base median salary at or above the 70th percentile.

Cyclical review results have been sent for review to the incumbent, CSEA, Department
Management, Business Services, Human Resources, and executive leadership.

The following chart show related classifications in this job discipline and current salary allocation
for each classification:

% DIFF
JOB TITLE RANGE | MIN MAX BETWEEN
LEVELS
Program Coordinator - Emeritus 37 S$5,959 | 57,244 0%
Program Coordinator-Workforce & Economic 37 $5.959 | 47,244 0%
Development*
Program Coordinator — Community & Contract 37 $5 959 | $7,244
Education

*See subsequent agenda item

RECOMMENDATION

It is recommended that the Commission approve the proposed class description revisions for
Program Coordinator — Emeritus.

Disposition by the Commission

Motion Made By Deborah Jansen
Seconded By Lawrence Leone
Ayes 5

Nays 0

Abstentions 0
Amendments/Comments
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Santa Monica Community College District
Personnel Commission

Program Coordinator — Emeritus

| CONCEPT OF THE CLASS

Under qe neral °uper~.|3|on Iha posmu::nv |n this {:Iassrﬁcahc:n coc:-rdlnalae the dalll,r aCl]".-ItIE.'s of the Ementus Proq ram

See] sh.ldent enr{:llment mﬁnmng_bglstcs am:l mﬂm_tﬂmng_accurate

and deta'iled records management.
| DISTINGUISHING CHARACTERISTICS |

The Program Coordinator — Emeritus oversees. coordinates. and assists in the day-to-day operation and activities of
the Emeritus program_by planning and scheduling course offerings based on student enrcllment, facilities and faculty

availability.

Cnmmunlw & Contract Educatlon prnqrams |nclud|nq Iu::umsl]cs ﬁnd vchedullnq course offerings.

|ESSENTIAL DUTIES

Coordinates the daily program activities, and sia-ipacalissd-acadamiepraarama-reviews and resolves problems with
students, faculty, community members, and program logistics as they arise; recommends modifications to program

progedures,

Coordinates and secures offsite facilities by preparingpreparss contracts for offsite facilities - requestings insurance
{:D'.rerage of classes_a,ng_ GHMW agenda ltems tu:: Eloard nfTrustees- -&Mﬁﬁﬁe—uﬁﬁﬁe—hﬁp&yﬁﬁﬁt—

Enters new student applications into mainframe; updates and maintaing continuing student records with information such
as address changes, telephone number updates, name changes and status holds.

Oversees enrolment activities; recruits and provides guidance and fraining to employees who perform program
enrcllment and registration duties; creates training and orientation materials.

Radorme-Coordinates the schedule preparation by scheduling and placement of course offerings based on group and
faculty availability, contacts faculty to establish gvailability, contracts, insurance certificates, and invoices for on and off
campus sites; oversees maintenance of sites where services are provided.

Coordinates. sschedules and monitors the use of on and off campus classrooms for use by the College departments,
community groups, and college events_and ensures building access by notifying Campus Police.

Researches and recommends program eguipment and supplies; anticipates program supply needs and arranges
equipment needs; takes inventory and orders supplies for the office and classrooms.

Prepares work orders and requisitions; tracks requisition of funds and monitors budget expenditures.
Maintains accurate and detailed program records; prepares and maintains the program's master calendar of events.

Collaborates with other college personnel to streamline the creation, archiving and revisions, and replication process of all
program forms and the production of class schedule; prepares specialized text for schedule of classes.

Assists in the evaluation of the effectiveness of course offerings and determines the need for continuation.

Monitors and updates_glags fill rafes, closed classes listing and schedule changes o students, staff and the public,

Maintains the bulletin boards in the building current and up fo date.

Assists in the planning of special events and activities, on and off campus meetings, and fundraising events; creates
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public relations materials such as announcements and fiyers.

Prepares informational materials_enrollment cards and ufilizes, mailers_flyers and electronic communication to promote
agsigned program, events important deadlines, and program updates to fer students, faculty, staff and the publices-

Parficipates in the selection and training of student workers and prepares timesheets.

Performs other related duties as requested or assigned.

Examples of essential duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

[SUPERVISION

Suporvision Received:
LadasgGeneral supervision is received from assigned Drean or assigned administrator. $The employee receives
assignments and is expected to carmy them through to completion with substantial independence.

Supervision Exercised:

Positions in this classification do not supervise other classified positions - but may RPprovides work direction. training. and
guidance esd-sreeter to glassified emplovess . student Work ercassksarie—wor-stady-atsorte and volunteers.
KNOWLEDGE, SKILLS AMD ABILITIES |
Knowledge of:

Mission, objectives, goals, and service delivery reguirements of assigned program

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Federal, State and local laws, regulations, grant requirements, and procedural guidelines pertaining to assigned student
program

Business writing and effective formats for presentations, comespondence and other written materials
Basic data collection, research, and reporting methods, technigues and procedures
Related computer programs, systems and database development

Principles, techniques and processes for providing customer service, including customer needs assessment and
evaluation of customer satisfaction

Admissions and Records policies and procedures-

dnsudadgi-scCommunity relations principles and technigues-

beeds of oider adults
Knowladge of basie wWork scheduling methods-
HogudsdgsctRasic accounting, budgeting and record-keeping technigues-

Ability tog
#Coordinate the daily operation of a college program providing a public service.

Lkdipetenlinganize and schedule work for others.

Mest deadllnes and '-m:-rk ina fabt-pa{:ed environment wuh frequent |nterrur:|t|cnns
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Abilibe to ki eep track of budget expenditures-

Lbibbeie-aF valuate the effectiveness of a variety of proposed or ongoing course offerings-
Atbeta-at ffectively publicize and promote College programs-

Adility to-wi\rite, edit, and produce catalogs, bulletins, and news releases-

Dperate a computer using computer applications. programs and standard office equipment

Interpret, apply, explain, and ensure compliance applicable laws and requlations. and District policies and procedures

Drganize and maintain specialized files and confidentiality of employee and student information

Communicate effectively, both crally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

MINIMUM QUALIFICATIONS |

Education Reguirement:

Associate's-efArs- Ddegree or eguivalent in Bbusiness Aadministration, Hiberal Aarts, Scommunications, or a closely
related field.

Experience Reguirament:

Four #&+-years of experience with plannings and coordinating a giudent or public program-pravidirg-a-pa
Education/Experience Equivalency:

Experience and/or education of the same kind, level or amount as required in the minimum gualifications may be
substituted on a year-for-year basis.

Licensure and/or Certification:
MNone.,

| WORKING CONDITIONS AND PHYSICAL DEMANDS |

Disclasure:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Envirenment:

While performing the duties of this job the employes is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk and/or hear. The employee is occasionally required to stand and walk. The employee is regularly
required to lift, camy, push, or pull up to 1025 pounds. While performing the duties of this job, the noise level in the work
environment iz usually quiet.

CLASS DETAIL
Jok Family: Student Servicesd (Mon-aClassroom)
FLSA Status: MNon-exempt
Personnel Commission Approval Date: 10/25/2006
Class History: Program Coordinator — Emeritus College
Revision Date{s): 4/25/08_B/29/23
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Santa Monica Community College District
Personnel Commission

Program Coordinator — Emeritus

CONCEPT OF THE CLASS |

Under general supervision, positions in this classification coordinate the daily activities of the Emeritus Program by
organizing and overseeing student enroliment, planning logistics, and maintaining accurate and detailed records
management.

| DISTINGUISHING CHARACTERISTICS |

The Program Coordinator — Emeritus oversees, coordinates, and assists in the day-to-day operation and activities of
the Emeritus program, by planning and scheduling course offerings based on student enrcliment, facilities and faculty
availability.

The Program Coordinator — Community & Contract Education coordinates the daily operations and activities of the
Community & Contract Education programs, including logistics and scheduling course offerings.

ESSENTIAL DUTIES

Coordinates the daily program activities, and reviews and resolves problems with students, faculty, community members,
and program logistics as they arise; recommends modifications to program procedures.

Coordinates and secures offsite facilities by preparing contracts for offsite facilities, requesting insurance coverage of
classes, and submitting agenda items to Board of Trustees.

Enters new student applications into mainframe; updates and maintaing continuing student records with information such
as address changes, telephone number updates, name changes and status holds.

Owversees enrollment activities; recruits and provides guidance and fraining to employees who perform program
enrollment and registration duties; creates training and orientation materials.

Coordinates the schedule preparation by scheduling and placement of course offerings based on group and faculty
availability, contacts faculty to establish availability, confracts, insurance certificates, and invoices for on and off campus
sites; oversees maintenance of sites where services are provided.

Coordinates, schedules and monitors the use of on and off campus classrooms for use by the College departments,
community groups, and college events, and ensures building access by notifying Campus Police.

Researches and recommends program equipment and supplies; anticipates program supply needs and arranges
equipment needs; takes inventory and orders supplies for the office and classrooms.

Prepares work orders and requisitions; tracks requisition of funds and monitors budget expenditures.
Maintains accurate and detailed program records; prepares and maintains the program’s master calendar of events.

Collaborates with other college personnel to streamline the creation, archiving and revisions, and replication process of all
program forms and the production of class schedule; prepares specialized text for schedule of classes.

Assists in the evaluation of the effectiveness of course offerings and determines the need for continuation.
Monitors and updates class fill rates, closed classes listing and schedule changes to students, staff, and the public.
Maintains the bulletin boards in the building current and up to date.

Aszsists in the planning of special events and activities, on and off campus meetings, and fundraising events; creates
public relations materials such as announcements and fiyers.

Prepares informational materials, enrollment cards and utilizes, mailers, flyers and electronic communication to promote
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assigned program, events important deadlines, and program updates to students, faculty, staff and the public.
Participates in the selection and training of student workers and prepares imesheets.
Performs other related duties as requested or assigned.

Examples of essential duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

SUPERVISION

Supervision Received:
General supervision is received from assigned Dean or assigned administrator. The employee receives assignments and
is expected to carry them through to completion with substantial independence.

Supervision Exercised:

Positionz in thiz classification do not supervise other classified positions, but may provide work direction, training, and
guidance fo classified employees, student workers and volunteers.

KNOWLEDGE, SKILLS AMD ABILITIES

Knowledge of:

Mission, objectives, goals, and service delivery requirements of assigned program

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Federal, State and local laws, regulations, grant requirements, and procedural guidelines pertaining to assigned student
program

Business writing and effective formats for presentations, comespondence and other written materials
Basic data collection, research, and reporting methods, technigues and procedures
Related computer programs, systems and database development

Principles, techniques and processes for providing customer service, including customer needs assessment and
evaluation of customer satisfaction

Admissions and Records policies and procedures
Community relations principles and technigues
Meeds of older adults

Work scheduling methods

Basic accounting, budgeting and recordkesping techniques

Ability to:

Coordinate the daily operation of a college program providing a public service.
Organize and schedule work for others

Organize, set priorities and exercize sound independent judgment within areas of assigned reaponsibility
Meet deadlines and work in a fast-paced environment with freguent interruptions

Demonsirate sensitivity and understanding of the diverse challenges and needs faced by targeted population

Keep track of budget expenditures
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Ewaluate the effectiveness of a variety of proposed or ongoing course offerings

Effectively publicize and promote College programs

Wirite, edit, and produce catalogs, bulleting, and news releases

Operate a computer using computer applications, programs and standard office eguipment

Interpret, apply, explain, and ensure compliance applicable laws and regulations, and District policies and procedures
Organize and maintain specialized files and confidentiality of employes and student information

Communicate effectively, both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional intemal and external customer service

Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and paricipate in related training

Establish and maintain effective working relationships with others, supporting a climate of anti-racism and mutual respect
that values people of all backgrounds, demographics, and experiences

MINIMUM QUALIFICATIONS

FEducation Reguirement:

Associate’s degree or equivalent in business administration, liberal arts, communications, or a closely related field.
Experionce Requirement:

Four years of experience with planning and coordinating a student or public program.

Education/Experience Equivalency:

Experience and/or education of the same kind, level or amount as required in the minimum gualifications may be
substituted on a year-for-year basis.

Licensure andfer Certification:
MNone.

|WOHK]NG CONDITIONS AND PHYSICAL DEMANDS |

Disclosure:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. The work environment characteristics deseribed here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Enviromment:

While performing the duties of this job the employes is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk andfor hear. The employee is occasionally required to stand and walk. The employee is regularly
required to lift, camy, push, or pull up to 10 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

CLASS DETAIL
Jdob Family: Student Services (Mon-Classroom)
FLSA Status: MNon-exempt
Personnel Commission Approval Date: 10/25/2006
Class History: Program Coordinator — Emeritus College
Revision Date{s): 4/25/08; 629723

10
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Agenda Report Number 2
Subject Classification Rgvision and Salary Reallocatio.n:
Program Coordinator- Workforce & Economic Development
Date June 29, 2023
To Members of the Personnel Commission
From Carol Long,
Director of the Personnel Commission
By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions for Program Coordinator — Workforce
& Economic Development.

As scheduled on the annual cyclical study calendar, Commission staff is reviewing the
classifications in Workforce & Economic Development. The Program Coordinator — Workforce &
Economic Development has considerable responsibility for overall planning, program
coordination and oversight utilizing program and contract specific knowledge related to
development, marketing, implementation, budgeting, and funding of assigned programs with
substantial impact on District resources. This role is required to coordinate $14M in grants,
projects and initiatives.

The Santa Monica College Workforce & Economic Development Office administers multiple
economic development grants and workforce participation projects from a variety of
government funding sources to enhance Santa Monica College’s programs and services. Grant
funded projects are dedicated to workforce skills upgrades and business expansion. They enable
the College to enhance its full complement of services, including assessment, career education,
training in workplace skills, internships, and customized training to meet the needs of business
and industry. SMC collaborates with local businesses through industry advisory councils
composed of business executives and representatives, college administrators and faculty experts
to ensures that SMC’s curricula meets and exceeds industry standards.

The Program Coordinator - Workforce & Economic Development was established in March 2018.
There is currently one incumbent in this classification. The proposed changes will not adversely

affect the incumbent.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2021-2022. The incumbents from
the Workforce & Economic Development classifications, as well as CSEA, were invited to
participate in a class study orientation on November 8, 2021, to discuss the purpose of the
study, methodology, timelines, possible outcomes and implications, and frequently asked

11
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guestions. The incumbent was requested to complete a Position Description Questionnaire
(PDQ) by December 13, 2021.

Personnel Commission staff met with Patricia Ramos, Dean, Academic Affairs, to discuss the class
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 class description. Distinguishing
characteristics were added to clarify related roles within the occupational series, and duties were
added to more accurately reflect responsibilities assigned to this classification. The knowledge,
skills and abilities section were updated with standardized language.

Additionally, 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.

RESULTS

Based on the data gathered, revisions to the class description are being proposed to include a
more accurate description of the work required. Additional changes serve to clarify the concept
of the class, essential duties and KSAs (knowledge, skills and abilities).

A comprehensive survey of comparable agencies was conducted. The salary survey of standard
benchmark organizations resulted in moderate to strong matches, which are identified and
resented below, with some variability in assigned functions but with comparable levels of
responsibility.

12
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AGENCY JOB TITLE MIN MAX MEDIAN
sermnie Cliegs | oo e QERIEIEREIEERE | g0 g $7,244 $6,602
Economic Development

Cerritos College Program Facilitator S5,645 $6,789 $6,217
Contra Costa CCD Program Coordinator S5,703 $5,992 S5,848
El Camino College Program Coordinator S5,347 $6,880 $6,114
Foothill De Anza CCD Program Coordinator | $6,494 $8,699 $7,597

. Workforce Development Training

Long Beach City College Coordinator $5,950 $7,344 $6,647
Mt. San Antonio College Coordinator, Project/Program S5,862 $7,482 $6,672
Ventura County CCD Program Coordinator | $5,971 $8,232 $7,102
Average S5,853 $7,345 $6,599

25th Percentile S5,674 $6,835 $6,165

50th Percentile S5,862 $7,344 $6,647

75th Percentile $5,961 $7,857 $6,887

80th Percentile $5,967 $8,082 $7,016

90th Percentile $6,233 $8,466 $7,300

SMC % RANK 73.8% 46.4% 48.2%

SMC Difference From AVG 1.8% -1.4% 0.0%

SMC Difference From MED 1.6% -1.4% -0.7%

*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high
or low values in a dataset, as compared to the average. Due to variability in the number of steps

per range in comparable agencies, the median provides a more accurate comparison between

agencies.

The current salary range for Program Coordinator — Workforce & Economic Development is

$5,959 to $7,244 per month (Classified Employee Salary Schedule, Range 37). In this survey, SMC
is in the 48™ median percentile compared to all benchmark agencies with comparable
classifications; that is, 52% of market comparables were paid higher than the SMC classification.

SALARY REALLOCATION

It is recommended that Program Coordinator — Workforce & Economic Development be
reallocated from Range 37 of the Classified Employee Salary Schedule to Range 39 (56,257 to
$7,606 per month), a 5% increase. The proposed increase would place the median salary for this
classification at the 77t 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 70™ percentile.
This will serve to establish a competitive salary to attract and retain qualified candidates, while
ensuring that the proposed ranges is aligned with other classifications within the Workforce &
economic Development series.

13
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Cyclical review results have been sent for review to the incumbent, CSEA, Department

Management, Business Services, Human Resources, and executive leadership.

The following chart show related classifications in this job discipline and current salary allocation

for each classification:

(Current)

% DIFF
JOB TITLE RANGE | MIN MAX BETWEEN

LEVELS
Program Coordinator - Workforce & Economic o
Development (Proposed Salary) 39 56,257 | 57,606 >.00%
Program Coordinator-Workforce & Economic 37 5959 | $7.244 7 62%
Development (Current)
Workforce & Economic Development Specialist 0
(Proposed Retitle & Salary Reallocation)* 34 25,537 | 56,730 15.76%
Workforce & Economic Development Project Assistant )8 54783 | 45,814

*See subsequent agenda item

RECOMMENDATION

It is recommended that the Commission approve the proposed class description revisions and
salary reallocation for Program Coordinator — Workforce & Economic Development.

FROM:
$5,959 to $7,244 per month
Classified Employee Salary Schedule, Range 37

TO:
$6,257 to $7,606 per month
Classified Employee Salary Schedule, Range 39

Disposition by the Commission

Motion Made By Barbara Greenstein
Seconded By Uoy Abbott

Ayes 5

Nays 0

Abstentions 0
Amendments/Comments

14
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Santa Monica Community College District
Personnel Commission

Program Coordinator — Workforce & Economic Development

CONCEPT OF THE CLASS

Under general supervision positicns in this classification provide coordination for the daily operation of Workforce and
Economic Development programs including development, marketing, implementation, budgeting, and funding.

DISTINGUISHING CHARACTERISTICS

FEesiions-intThe Program Coordinator-Workforce & Economic Development slaseifeatisn-havehas considerable
responsibility for overall planning, program coordination and oversight utilizing program and contract specific knowledge
related to development, marketing, implementation, budgeting, and funding of assigned programs with substantial impact
on District resources. Work is varied in scope and is performed with considerable independence within established
guidelines, policies, laws, and regulations.

desmgns-m—tThe Warkforce & Econamlc Develnpment SEEIEIISI WMMM

E@mng and grnmo |ng-9-‘i Wl::rkfome and Econc:ml{: Develc:pment grarlt programs and contra c:ts-

|[ESSENTIAL DUTIES

Coordinates the daily activities of Workforee and Economic Development programs; provides assistance fo faculty,
vendors, grant monitors, staff and district administrators with program logistics as they arise.

Reconciles grant budgets for multiple large grants; obtains necessary reports from faculty leads; coordinates quarterly
reporting, uplcads mandated information onto govermment website.

Monitors and fracks budget expenditures for funds; determines allowable expenditures; creates various financial
statements to aid in decision making and financial reporting; prepares financial spreadsheets as needed.

Communicates and facilitates the distribution of pertinent information to depariment stakeholders.

Assists in researching, gathering and aggregating data; enters, updates and maintains department related information into

databases.

Executes a range of departmental tasks such as preparing work orders, processing requisitions, conference reguests,
running reports, creating usable templates and updating website.

Prepares, updates and edits documents and expenditure proposals; creates department related materials to support
department objectives such as training and orientation materials, brochures and informational sheets.

Coordinates the creation of public relations materials such as announcements, brochures and flyers to promote Career

and Technical Education programs_gnd gssigned programs

Makes recommendations to modify operational program procedures to ensure compliance with meeting grant objectives.
Provides guidance and training to department employees in department processes and procedures.

Creates agenda items that are submitted to the Board of Trustees.
Assists with required awdits to ensure compliance with grant requirements.
Performs other related duties as requested, assigned or as the situation requires.

Examples of essential duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

SUPERVISION

15
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Supervision Received:
Under general supervision from &

dut|eu through o comgletlon wnh subtantlal mdegendence

Supervision Exercised:
P{:srtlons in thls classmcatlon dn not supervise other classified positions. Provides guidance and direction to student

. May provide direction to other staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Applicable laws, codes, regulations, policies, procedures and objectives of assigned programs
Grant funding policies and proeedures and applicable local, state, federal and district regulations
Methods of collecting and organizing information and data

Computer and web-based programs that support this level of work, including wess-pressssirg—spreadsheet, presentation
graphics, and data management

Procurement processes, budget expenditure processes financial reporting and auditing procedures
Recordkeeping and filing technigues

Principles of basic marketing and public relations

Ability to:

Interpret, apply, explain and reach sound decizions in accordance with applicable laws and regulations, contracts,
budgets and District policies and procedures

Research, compile and analyze a variety of information and data
Organize, set prioriies and exercise sound independent judgment within areas of assigned responsibility

Set priorities, manage time and work in fast-paced and busy environment with multiple tasks and interruptions with limited
supervision

Monitor, categorize and reconcile budget expenditures

Aeis-ta-pE erform work requiring accuracy and attention to detail

Operate a computer using word processing and other business software and standard office equipment

Organize and maintain specialized files and confidentiality of information

Communicate effectively, both orally and in writing

Stay abrsastofupdated on technology changes and adapt to new technologies

Role model exceplional intermal and external customer service

Demonstrate a commitment to diversity, equity_inclusion,_and accessibility principles and participate in related training

Establlsh and maintain effective working relationships with = et Fe—thapaidie-ama-others,
supporting a ::I|r'r|ate of antl racism and n'.utual resgect that»alues geogle of aII batkgrounds demgraghu:* and

EXpErinces-snead == P R e e

| MINIMUM QUALIFICATIONS
Education Reqguirement:
A Bbachelors degree in Bbusiness Aadministration, Hliberal Agrts, Scommunications or related field frem-anascradited

Experience Reguirament:
Four #4-years of experience assisting with coordination, compliance, and monitoring of e=grants, projects or programg,
Experience in an educational institution is highly desirable.

EducalaonfExpenence Equwa!e-ncy

16



Santa Monica College

Personnel Commission Special Meeting Minutes Thursday, June 29, 2023

Licensure and/er Certification:

A valid driver's license may be reguired for some positions.

i
|WORI<]NG CONDITIONS AND PHYSICAL DEMANDS |

Disclasure:
The physical demands described here are representative of those that must be met by an employee to successfully

perform the essential functions of this job. The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk andfor hear. The employes is occasionally required to stand and walk. The employes is regularly
reguired to lift, carmy, push, or pull up to 10 pounds. While performing the duties of this job, the noise level in the work

environment iz usually quist.

|cLASS DETAIL
Job Family: c: S
FLSA Status: MNon-exempt
Personnel Commission Approval Date: 3211s
Class History:
(29

| Revision Date(s):
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Santa Monica Community College District
Personnel Commission

Program Coordinator — Workforce & Economic Development

CONCEPT OF THE CLASS

Under general supervision positions in this classification provide coordination for the daily operation of Workforce and
Economic Development programs including development, marketing, implementation, budgeting, and funding.

DISTINGUISHING CHARACTERISTICS

The Program Coordinator-Workforce & Economic Development has considerable responsibility for overall planning,
program coordination and oversight utilizing program and contract specific knowledge related to development, marketing,
implementation, budgeting, and funding of assigned programs with substantial impact on District resources. Work is
varied in scope and is performed with considerable independence within established guidelines, policies, laws, and
regulations.

The Workforce & Economic Development Specialist performs specialized and technical duties related to supporting
and promoting Workforce and Economic Development grant programs and contracts_

ESSENTIAL DUTIES |

Coordinates the daily activities of Workforce and Economic Development programs; provides assistance to faculty,
vendors, grant monitors, staff and district administrators with program logistics as they arise.

Reconciles grant budgets for multiple large grants; obtains necessary reports from faculty leads; coordinates quarterly
reporting, uploads mandated information onto government website.

Monitors and tracks budget expenditures for funds; determines allowable expenditures; creates various financial
statements to aid in decision making and financial reporting; prepares financial spreadsheets as needed.

Communicates and facilitates the distribution of pertinent information to department stakeholders.

Asgists in researching, gathering and aggregating data; enters, updates and maintains department related information into
databases.

Executes a range of departmental tasks such as preparing work orders, processing requisitions, conference requests,
running reports, creating usable templates and updating website.

Prepares, updates and edits documents and expenditure proposals; creates department related materials to support
department objectives such as training and orientation materials, brochures and informational sheets.

Coordinates the creation of public relations materials such as announcements, brochures and fiyers to promate Career
and Technical Education programs and assigned programs.

Makes recommendations to modify operational program procedures to ensure compliance with meeting grant objectives._
Provides guidance and fraining to department employees in depariment processes and procedures.

Creates agenda items that are submitted to the Board of Trustees.
Assists with required audits fo ensure compliance with grant requirements.
Performs other related duties as requested, assigned or as the situation requires.

Examples of essenfial duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

SUPERVISION

18



Santa Monica College
Personnel Commission Special Meeting Minutes Thursday, June 29, 2023

Supervision Received:
Under general supervision from an assigned manager or administrator, this classification is expected to perform job duties
through to completion with substantial independence.

Supervision Exercised:
Positions in this classification do not supervise other classified positions. Provides guidance and direction o student
workers. May provide direction to other staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Applicable laws, codes, regulations, policies, procedures and objectives of assigned programs
Grant funding policies and procedures and applicable local, state, federal and district regulations
Methods of collecting and organizing information and data

Computer and web-based programs that support this level of work, including spreadsheet, presentation graphics, and
data management

Procurement processes, budget expenditure processes financial reporting and auditing procedures
Recordkesping and filing technigues

Principles of basic marketing and public relations

Ability to:

Interpret, apply, explain and reach sound decisions in accordance with applicable laws and regulations, contracts,
budgets and District policies and proceduras

Research, compile and analyze a variety of information and data
Organize, set prioriies and exercise sound independent judgment within areas of assigned responsibility

Set priorities, manage time and work in fast-paced and busy environment with multiple tasks and interruptions with limited
supervision

Monitor, categorize and reconcile budget expenditures

Perform work requiring accuracy and attention to detail

Operate a computer using word processing and other business software and standard office equipment

Organize and maintain specialized files and confidentiality of information

Communicate effectively, both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional intemal and external customer service

Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and participate in related training

Establish and maintain effective working relationships with others, supporting a climate of anti-racism and mutual respect
that values people of all backgrounds, demographics, and experinces

MINIMUM QUALIFICATIONS
FEducation Reguirement:
A bachelor's degree in business administration, liberal arts, communications or related field..

Experience Requirement:
Four years of experience assisting with coordination, compliance, and monitoring of grants, projects or programs.
Experience in an educational institution is highly desirable.

Education/Experience Equivalency:
Experience and/or education of the same kind, level and amount as required in the minimum qualifications may be
substituted on a year-for-year basis.

Licensure andfor Certification:
A valid driver's license may be required for some positions.

WORKING CONDITIONS AND PHYSICAL DEMANDS
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Disclosure:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Enviromnment:

While performing the duties of this job the employes is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk and/or hear. The employes is occasionally required to stand and walk. The employes is regularly
required to lift, camy, push, or pull up to 10 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

CLASS DETAIL
Job Family: Student Services (Mon-Classroom)
FLSA Status: Mon-exempt
Personnel Commission Approval Date: 32118

Class History:
Revision Date{s): BI29/23
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Agenda Report Number 3
Classification Revisions, Retitle and Salary Reallocation:
Subject Workforce & Economic Development Project Assistant to
\Workforce & Economic Development Specialist
Date June 29, 2023
To Members of the Personnel Commission
From Carol Long,
Director of the Personnel Commission
By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions for Workforce & Economic
Development Project Assistant.

As scheduled on the annual cyclical study calendar, Commission staff is reviewing the
classifications in Workforce & Economic Development. The Workforce & Economic Development
Project Assistant performs specialized and technical duties and activities related to supporting
and promoting Workforce and Economic Development grant programs and contracts.

The Santa Monica College Workforce & Economic Development Office administers multiple
economic development grants and workforce participation projects from a variety of
government funding sources to enhance Santa Monica College’s programs and services. Grant
funded projects are dedicated to workforce skills upgrades and business expansion. They enable
the College to enhance its full complement of services, including assessment, career education,
training in workplace skills, internships, and customized training to meet the needs of business
and industry. SMC collaborates with local businesses through industry advisory councils
composed of business executives and representatives, college administrators and faculty experts
to ensures that SMC's curricula meets and exceeds industry standards.

The Workforce & Economic Development Project Assistant was established in May 2013. There
are currently two incumbents in this classification. The proposed changes will not adversely

affect the incumbents.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2021-2022. The incumbents from
the Workforce & Economic Development classifications, as well as CSEA, were invited to
participate in a class study orientation on November 8, 2021, to discuss the purpose of the
study, methodology, timelines, possible outcomes and implications, and frequently asked
guestions. The incumbent was requested to complete a Position Description Questionnaire
(PDQ) by December 13, 2021.
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Personnel Commission staff met with Patricia Ramos, Dean, Academic Affairs, to discuss the class
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 class description. Distinguishing
characteristics were added to clarify related roles within the occupational series, and duties were
added to more accurately reflect responsibilities assigned to this classification. The knowledge,
skills and abilities section were updated with standardized language.

Additionally, 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.

RESULTS

Based on the data gathered, revisions to the class description and a retitle are being proposed to
include a more accurate description of the work required. Additional changes serve to clarify the
concept of the class, essential duties and KSAs (knowledge, skills and abilities).

A comprehensive survey of comparable agencies was conducted. Sufficient market data was not
available to utilize the percentile ranking method of salary placement. Comparable agencies did
not have an equivalent role in nature and level of responsibilities. Salary allocation is
recommended using internal alignment with the existing and comparable specialized student
services specialist classifications.

SALARY REALLOCATION

It is recommended that Workforce & Economic Development Project Assistant be reallocated
from Range 28 on the Classified Employee Salary Schedule (54,783 to 55,814 per month) to
Range 34 (55,537 to $6,730 per month), a 15.76% increase. The proposed increase would align
the salary for this classification with other classifications within the same job discipline. Based on
job evaluation data, the Workforce & Economic Development Project Assistant is comparable to
other recently reviewed specialized student services specialist classifications in factors such as
complexity, knowledge required, scope & effect and nature & purpose of contacts.

Cyclical review results have been sent for review to the incumbents, CSEA, Department
Management, Business Services, Human Resources, and executive leadership.

The following chart show related classifications in this job discipline and current salary allocation
for each classification:
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% DIFF
JOB TITLE RANGE | MIN MAX BETWEEN
LEVELS
Program Coordinator - Workforce & Economic 39 $6.257 | $7,606 5. 00%
Development (Proposed Salary)*
Program Coordinator-Workforce & Economic 37 $5959 | 47,244 7 62%
Development (Current)
Workforce & Economic Development Specialist
(Proposed Retitle & Salary Reallocation)* 34 55537 | 56,730 15.76%
Workforce & Economic Development Project Assistant 58 $4783 | 35,814
(Current)
*See previous agenda item
Specialized Student Services Specialist Classifications | RANGE

Curriculum Specialist 34

International Student Services Specialist 34

Outreach & Recruitment Specialist 34

Program Specialist 34

Student Judicial Affairs 34

Transfer & Articulation Specialist 34

Workforce & Economic Development Specialist 34

RECOMMENDATION

It is recommended that the Commission approve the proposed class description revisions, retitle
and salary reallocation for Workforce & Economic Development Project Assistant.

FROM:

Workforce & Economic Development Project Assistant
$4,783 to $5,814 per month

Classified Employee Salary Schedule, Range 28

TO:

Workforce & Economic Development Specialist
$5,537 to $6,730 per month

Classified Employee Salary Schedule, Range 34

Disposition by the Commission

Motion Made By Uoy Abbott
Seconded By Barbara Greenstein
Ayes 5

Nays 0

Abstentions 0
Amendments/Comments
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Santa Monica Community College District
Personnel Commission

Workforce & Economic Development SpecialistPReHaet-AEat AT

|CONCEPT OF THE CLASS

Under general supervision. Rpositions in thize s Fr e sject-fesistant classification
assstnroyide program supoord with the compliance, {:nordlnatlon revenue generaton and mon rtnnng of Workforce and
Economic Development (WFAED) grant programs and contracts.

DISTINGUISHING CHARACTERISTICS

The Wn::rkfnr-:.e & Ecc-nnmln: Develcrpment Sneclallst perfc'rrns specialized and technical duties and activities related to

mmIememﬁuc-n budqetlnq and fundlnq of assigned programs with substantial impact on DI"‘tI‘ICt resources. Work is

varied in scope and iz performed with considerable independence within established guidelines. policies laws,_and

[equiations,

| ESSENTIAL DUTIES

Acts as the first point of contact and serves a5 g technicgl resource for WEESED clients to identify, clarify and resolye
complex issues. and SeAELEl clantiolassionadprsiactelorante—Enrovides information and assistance regarding

policies and procedures of assigned projects/grants; and responds to program inguiries from District employees_ clients,

et Aiarkic : } npreviding Provides specialized support services to program
parllu:lpants meets 1.'.'1th WF&ED managem&nt ona regular basis to 2sfablish gogls and provide project updates and
share relevant information_

Assists in developing and monitoring the budget of assigned projects andfor grants,; compiles_gnd reconcile budget
information; initiates_and reviews purchase orders for compliancs; processas invoices for payment; keeps and ongoing
record of all equipment purchases and current location of equipment for grant compliance; projects annual revenue and
expenditures of assigned projects/grants.

Retrieves, receives and compiles data from several sources, compares information to verify its completeness, and
prepares informational and/or statistical reports detailing requisite data according to established guidelines.

Monitors the status of agreements, contracts and grants, reparting and resolving variations or discrepancies e WEEED
e

Maintains the project/grant database; sets up specialized databases, enters and retrieves data and ensures accuracy of
database records; creates special forms, charts and reports using word processing, spreadsheet and database softwars.

Compeses and drafts comespondence, reports, specialized forms, technical and statistical material from drafts, notes or
brief instructions; independently responds to comespondence and inguines; procfreads and checks typed and other
materials for accuracy and completeness and for compliance with policies and regulations,

Establishes and maintains a variety of filing and tracking systems to monitor the effectiveness of services, project revenue
and compliance with applicable laws, rules and regulaticns relating to each project/grant.

Assists with special projects and reports as needed.

Participates and assists in the creation of innovative programs to meet the needs of clients; follows-up on all client
requests.
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Produn:es numerous marketlng matenals such as ads brochures web—related matenals to eﬁeﬂl»elg gromolﬁ progra
activilies ~ste-

Provides logistical support of all project training courses, seminars and workshops, provides training materials support,
including securing facilities.

Attends project meetings and takes minutes; prepare and distribute minutes and action item summaries.

~=5 S presentgatsss to make the servlce =area business community aware of programs and
opportunities available through WESED

May maintain and update depariment or functional service area web site and bulletin boards.

Mag mest and |nterface wﬂh studenls in asulgned program o Erowde as-*wtance with gredehermmed educational and

May proctor tests.

May be required to travel and work at offsite locations.
Performs other related duties as requested or assigned.

Examples of essenfial duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

[ SUPERVISION

Supenfisﬁon Receﬁved.'
H 1

= #re-Linder general supernvision from a5 e = = =
eran assigned manager or administrator, this classification is expected to perform job duties through to completicn W|th

substantial independence sthermanagament-designas-

Supervision Exercised:
Positions in this classification do not supervise others. but may provide work direction and guidance to student workers.

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

bBusiness. accounting, budgeting principles and practices
Eneudadge-of mMarketing principles, practices and technigues

Basic data collection, descriptive statisfics. research. and reporting methods, technigues and procedures

Related computer programs. systems and database development
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Ability tog

Interpret, apply. explain and reach sound decisions in accordance with applicable laws and regulations, and District
— T —

Prepare clear, comprehensive and effective reports. comespondence and presentations

Compile and analyze data, generate reports. monitor program budget, and resolve discrepancies

Stay updated on program changes, reguirements and adapt to new requirements and technologies

Adility to-dDesign and develop a variety of promotional, informational and educational materials
Abilbie-cCoordinate activities and collaborate with intermal and exiernal entitieswith-rrusliple-sropi-anasaneas
Abilbte-pProvide effective customer service

Adility to-sE stablish and maintain manual and computerized files for tracking and recordkeeping systems

Aiseta-pl erform mathematical computations, sbk#&y-ta reconcile figures_gnd Asski-ta-check words and numbers quickly
and accurately

Organize and maintain specialized files and confidentiality of employee and student information

Communicate effectively, both crally and in writing

AbibbesieF fliciently organize and manage multiple ongoing projects with a high degree of accuracy

Aisbeta-palflake routine organizational and procedural studi St <= = e Y

Abilibe to rResearch, compile and summarize a variety of informational and statistical data and materials

Plan, organize, set priorties_and exercise sound independent judgment within areas of assigned responsibility

¥ ) iin & fast. .
Operate a computer using computer applications. programs and standard office equipment

Demonstrate a commitment to diversity, equity_inclusion,_and accessibility principles and participate in related training

L= PHTIH = = bl - ot e et Lol sl ctall i H =t & ot £
= - =2 =
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[ MINIMUM QUALIFICATIONS |

Education Reqguirement:

Two years of college level coursework . A-Bachelors-degraa-in-Businsss-ldninistration-Communicalicnt-Computas

Experionce Reguirament:
Four vears &-mentheol expernience in an administrative or student program support role. Experience with grant budgeting
adminisiration s desirable, -srd-d et G + b Fres-produstiy-apptient Ee-hHaraaeh

= = &=z 3 e

]

Education/Experience Equivalency:
Experience andi/or education of the same kind, level and amount as required in the minimum gualifications may be
substituted on 5 vear-forpear basis An-ftesociate’s dagras and 3 Catifisd Accociata in Reolee: Managament camification
— e a e e— e e s et
T = ¥ =

Licensure andior Certification:
A valid driver's license may be reguired for some positions.

[ WORKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk andfor hear. The employes is occasionally required to stand and walk. The employee is regularly
required to lift, camy, push, or pull up to 1025 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

[ cLASS DETAIL |
: Student Services (Mon-Classroom Prejeet
Job Family: =
¥ e graaran
FLSA Status: Meon-exempt
Personnel Commission Approval Date: SM5M13

Workforce & Economic Development Project
Assistant

Revision Date{s): 829723

Class History:
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Santa Monica Community College District
Personnel Commission

Workforce & Economic Development Specialist

[CONCEPT OF THE CLASS |

Under general supervision, posiions in this classification provide program support with the compliance, coordination,
revenue generation and monitering of Workforce and Economic Development (WFAED) grant programs and contracts.

DISTINGUISHING CHARACTERISTICS

The Workforce & Economic Development Specialist performs specialized and technical duties and activities related to
supporting and promoting Workforee and Economic Development grant programs and contracts.

The Program Coordinator-Workforce & Economic Development has considerable responsibility for overall planning,
program coordination and oversight utilizing program and contract specific knowledge related to development, marketing,
implementation, budgeting, and funding of assigned programs with substantial impact on District resources. Work is
varied in scope and is performed with considerable independence within established guidelines, policies, laws, and
regulations.

ESSENTIAL DUTIES

Acts as the first point of contact and serves as a technical resource for WF&ED clients to identify, clarify and resalve
complex issues, and provides information and assistance regarding policies and procedures of assigned projects/grants;
and responds to program inquiries from District employees, clients, students and the public.

Provides specialized support services fo program participants, meets with WF&ED management on a regular basis to
establish goals and provide project updates and share relevant information.

Assists in developing and monitering the budget of assigned projects andifor grants; compiles and reconcile budget
information; initiates and reviews purchase orders for compliance; processes invoices for payment; keeps and ongoing
record of all equipment purchases and current location of equipment for grant compliance; projects annual revenue and
expenditures of assigned projects/grants.

Refrieves, receives and compiles data from several sources, compares information to verify its completeness, and
prepares informational and/for statistical reports detailing requisite data according to established guidelines.

Monitors the status of agreements, contracts and grants, reporting and resolving variations or discrepancies.

Maintains the project/grant database; sets up specialized databases, enters and retnieves data and ensures accuracy of
database records; creates special forms, charts and reports using word processing, spreadsheet and database software.

Composes and drafts comespondence, reports, specialized forms, technical and statistical material from drafts, notes or
brief instructions; independently responds to comespondence and inquiries; proofreads and checks typed and other
materials for accuracy and completeness and for compliance with policies and regulations.

Establishes and maintains a variety of filing and tracking systems to monitor the effectiveness of services, project revenue
and compliance with applicable laws, rules and regulations relating to each project/grant.

Assists with special projects and reports as needed.

Participates and assists in the creation of innovative programs to meet the needs of clients; follows-up on all client
reguests.

Establishes and maintains relationships with District departments, community partners, vendors, organizations and public
agencies to encourage participation, promote, leverage resources, and cocrdinate projects, programs and activities.
Produces numerous marketing materials such as ads, brochures, web-related materials to effectively promote program
activities,
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Provides logistical support of all project training courses, seminars and workshops,; provides training materials support,
including securing facilities.

Attends project meetings and takes minutes; prepare and distribute minutes and action item summaries.

Speaks and presents to make the service area business community aware of programs and opportunities available
through WF&ED.

May maintain and update department or functional service area web site and bulletin boards.

May meet and interface with students in assigned program to provide assistance with predetermined educational and
caresr goals, monitors student progress, reviews application and applicable program documents.

May proctor tests.
May be required to travel and work at offsite locations.
Performs other related duties as requested or assigned.

Examples of essential duties are descriptive and not restrictive in nature and are generally listed in descending order of
importance.

SUPERVISION

Supervision Received:
Under general supervision from an assigned manager or administrator, this classification is expected to perform job duties
through to completion with substantial independence.

Supervision Exercised:
Positions in this classification do not supervise others, but may provide work direction and guidance to student workers.

[ KNOWLEDGE, SKILLS AND ABILITIES |
Knowledge of:

Mission, objectives, goals, and service delivery requirements of assigned program
Business, accounting, budgeting principles and practices
Marketing principles, practices and techniques

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
programs and projects

Federal, State and local laws, regulations, grant requirements, and procedural guidelines pertaining to assigned student
program

Business writing and effective formats for presentations, comespondence and other written materials

Basic data collection, descriptive statislics, research, and reporting methoeds, technigues and procedures
Related computer programs, systems and database development

Principles, technigues and processes for providing customer service, including customer needs assessment and
evaluation of customer satisfaction

Ability to:

Interpret, apply, explain and reach sound decisions in accordance with applicable laws and regulations, and District
policies and procedures within assigned program

Prepare clear, comprehensive and effective reports, cormespondence and presentations
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Compile and analyze data, generate reports, monitor program budget, and resolve discrepancies

Stay updated on program changes, requirements and adapt to new requirements and technologies

Des=ign and develop a variety of promotional, informational and educational materials

Coordinate activities and collaborate with internal and external entities

Provide effective customer service

Establish and maintain manual and computerized files for tracking and recordkesping systems

Perform mathematical computations, reconcile figures and check words and numbers guickly and accurately
Organize and maintain specialized files and confidentiality of employes and student information

Communicate effectively, both orally and in writing

Efficiently organize and manage multiple ongeing projects with a high degree of accuracy

Make routine organizational and procedural studies

Research, compile and summarize a variety of informational and statistical data and materials

Plan, organize, set priorities, and exercise sound independent judgment within areas of assigned responsibility
Meet deadlines and work in a fast-paced environment

Operate a computer using computer applications, programs and standard office eguipment

Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and participate in related training

Establish and maintain effective working relationships with others, supporting a climate of anti-racism and mutual respect
that values people of all backgrounds, demographics, and experiences

[ MINIMUM QUALIFICATIONS |

FEducation Reguirement:
Two years of college level coursework.

Experionce Requirement:
Four years of experience in an administrative or student program support role. Experience with grant budgeting
administration is desirable.

Education/Experience Equivalency:
Experience and/or education of the same kind, level and amount as required in the minimum gualifications may be
substituted on a year-for-year basis.

Licensure and/or Certification:
A valid driver's license may be required for some positions.

[ WORKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Normal Office Environment
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While performing the duties of this job the employee is regularly required to sit, use hands to keyboard, type, or handle
materials, and talk andfor hear. The employes is occasionally required to stand and walk. The employes is regularly
required to lift, camy, push, or pull up to 10 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

[ CLASS DETAIL |
Jdob Family: Student Services (Non-Classroom)
FLSA Status: MNon-exempt
Personnel Commission Approval Date: SM5M3
Class History: Wbmforce & Economic Development Project
Assistant
Revision Date{s): G/259/23
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Agenda Report Number 4
Subject Approval of Advanced Stgp Placement:
Human Resources Technician
Date June 29, 2023
To Members of the Personnel Commission
From Carol Long,
Director of the Personnel Commission

It is requested that the Personnel Commission approve an initial salary placement for Yasmin
Alpay, Human Resources Technician, at Range 38, Step E on the Classified Salary Schedule.

The Minimum Qualifications for this position include a high school diploma and three years of
technical/clerical experience in a setting similar to the Human Resources Department.

This candidate possesses a Master’s degree in Legal Studies, a law degree (J.D.), and over 14
years of job-related experience .

Merit Rule 12.2.4 B (4) Salary on Employment

The maximum initial salary placement is the third step on the salary schedule, unless approval
for higher initial salary placement is granted by the Personnel Commission,
Superintendent/President, and the appropriate appointing authority. In order to be considered
for initial salary placement above Step C, candidates must have more than four (4) additional
years of training and experience beyond the years indicated in the class qualifications, and two
or more of the criteria listed in 12.2.4.B.3. must be present.

Disposition by the Commission
Motion Made By
Seconded By

Lawrence Leone
Barbara Greenstein

Ayes 5
Nays 0
Abstentions 0

Amendments/Comments
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Agenda Report Number 5
. Examination Schedule:
Subject - . .
Administrative Assistant |
Date June 29, 2023
To Members of the Personnel Commission
Carol Lon
From &

Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following Examination Schedule:

Class Title Field of Competition Time

Administrative Assistant | Merged Promotional and Open Competitive | 3 weeks

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 6
Classification Revisions, Retitle and Salary Reallocation:
Subject Media and Reprographic Services Manager to
Reprographics Supervisor
Date June 29, 2023
To Members of the Personnel Commission
From Carol Long,
Director of the Personnel Commission
By Amy Gurjian, Classification and Compensation Manager
BACKGROUND

Education Enterprise requested changes to the Media & Reprographics Services Manager
classification. As result of description changes, a retitle to Reprographics Supervisor is proposed.

This classification was originally established in 1994 and has been revised several times since its
inception. This classification has been vacant since 2017.

METHODOLOGY

Personnel Commission staff worked with the Dean of Education Enterprise, Mitch Heskel, to
review the current classification description and determine if the duties and scope of work
accurately reflect the job requirements.

A job evaluation and external salary study was conducted to identify similar roles in comparable
agencies. Internal comparisons were also reviewed to ensure proper alignment with other
related classifications and adequate distinction between job levels. Once the duties were
finalized, Commission staff prepared the description and salary proposal and sent
recommendations for review to senior leadership.

Commission staff will conduct further meetings with Department management prior to opening
recruitment to gather and analyze documentation for developing a recruitment plan and
creating talent assessment content.

RESULTS

Changes to the classification title, duties, reporting relationships, and requirements are being
recommended to reflect the nature and level of work required.

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). Comparable agencies did not utilize a similar role or assigned much broader scope of

34



Santa Monica College
Personnel Commission Special Meeting Minutes Thursday, June 29, 2023

management responsibilities related to warehouse, delivery and mail services. As a result, salary
recommendation is based on internal alignment within the job series and similar supervisory
roles in Education Enterprise.

SALARY REALLOCATION

As a result of description changes, it is recommended that the salary be reallocated from Range
M?22 (58,408 to $10,219 per month) to Range M13 (56,748 to $8,202 per month) on the
Classified Management Salary Schedule. Salary reallocation was recommended given substantial
changes in level and nature of work assigned to this classification, and internal alignment
considerations within the job series to attract, motivate and retain qualified candidates through
effective promotional paths. See proposed pay structure within the job series:

% DIFFERENCE

JOB TITLE RANGE MIN MAX BETWEEN LEVELS
Director of Auxiliary Services M31  $10,469 S12,725 55.14%
Reprographics Supervisor? M13 56,748 | 58,202 27.97%
Senior Reprographics Technician 32 $5,273  $6,410 5.00%
Reprographics Technician 30 §5,022 = $6,105

1Proposed retitle & salary reallocation.

Internal comparison of supervisory roles in Education Enterprise was also considered. Higher
paid roles require advanced level of professional or administrative knowledge, managing a
larger, more complex operation. See pay data for other supervisory roles in Education
Enterprise:

JOB TITLE RANGE MIN MAX
Campus Store Manager M16  $7,264 | $8,828
Accounting Supervisor M14  $6,918 | $8,408
Enterprise Business Supervisor M14 = $6,918 @ S$8,408
Reprographics Supervisor? M13 | S6,748 58,202

1Proposed retitle & salary reallocation.

Proposed changes were sent for review to Department leadership, Business Services, Human
Resources, and the Superintendent/President.

RECOMMENDATIONS

It is recommended that the Commission approve the proposed class description revisions, retitle
and salary reallocation for Media & Reprographics Services Manager.
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FROM:

Media & Reprographics Services Manager

$8,408 to $10,219 per month

Classified Management Salary Schedule, Range M22

TO:

Reprographics Supervisor

$6,748 to $8,202 per month

Classified Management Salary Schedule, Range M13

Thursday, June 29, 2023

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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Santa Monica Community College District
Personnel Commission

Madia-i-Reprographics Sspdses-MaragerSupervisor

| CONCEPT OF THE CLASS |

ind | i pe — this . ises the
activities and services associated with the production and distribution of a variety of asdisidenal ddac,

reprographic_and- phetography—digital rultipmedia—printing and-graphis-projects, as well as the planning,
coordination, installation and ongoing support for related sssssedia—Teprographic—sd-sasaraar-Rasas

e tech nology.

| DISTINGUISHING CHARACTERISTICS

The Reprographics Supervisor manages the day-to-dav operations of R raphic Services.

fo '-fld&ﬂ hl h Ie'.rel ::rf customer u&mm fo meet the reprographic needs of the campus cnmmunl

| ESSENTIAL DUTIES |

Supervises the technlcal and munter staff m%m—ﬁepmgmmlw involved in the
production of aue and-printing services; hires,
schedules work, tralns and evaluates temnlcal am:l n:lencal persmnel rewews and approves regular and

overfime pay.

Manages daily technical suppﬂrt uperahuns pruwded to facult:.r ancl staIT 14 ensure Dnerﬁmnﬂl oble-cuue“

Manages and participates in complex sukirmedia-ard-Digra-ridearcorographic projects; priontizes,
assigns, evaluates and otherwise assures that projects are completed comectly and in a timely manner;

performs qualltyr assurance checks on produt:tlun quality and service delivery - may-paricipate inmedia

FECOM rrlends-n-aw-med-la- repmgraphm—end—a-d-ueahm—t&a#mhgy and related semt:es_nmm
Eroue&;&s to gnsure ser-.'lce Dnented -DEEFELIDI‘IS ﬂmt suEErt ﬂma nIZﬂtIDnﬂ| goalf' (RS
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A i e R R e i R S A e bRl g A s S5t s in the development,
implementation, and monitoring of service level agreements; coordinates activities with vendors in the

delivery, setup, installation and repair of equipment; assists Purchasing Department in researching
sducaticareprographic technologies to secure best quality, services, and pricing,

maintain customer SETVICE stﬂndards and Eroced Ures.

Performs other related duties as reqguested or assigned.

Examples of eszential duties are descriptive and not restrictive in nature, and are generally listed in
descending order of importance.

| SUPERVISION

Supervision Received:
This position receives general direction from the Leas-cf b cadanic Adfaie Nirector of Auxiliary Services.

Supervision Exercised:

This positicn exercises general supervision over the work of theblubisedaSoscaliete MedsSecicas
Fechricians Elecironic-Equiprent Tachaisian. Sr5Senior Reprographics Technician and Reprographics
Technicians.
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| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Methods, processes, principles, and procedures of high-guality, large-volume reprographic operations
and sernvices

Production eguipment, devices, supplies, and technology

asupervisory principles and practices including effective recruitment and selection; work assignment and
delegation, performance evaluation, employee molivation, staff development and training, grievance
management and imposition of comective or disciplinary action

Applicable federal, state and local laws, rules and requlations

ERewdadge-ai-aC flective customer service technigues
Enowladga-ofefactivepPurchasing and billing—prsing—sslng practices and procedures
e e T = T b B e e e e e L e e L

tschnolegy eofware and pefpherale; prnters. perechal elsctronice—digital printing, production and copy
technology —and-photography

Safe licies and practices

Ability to;

=Lesearch, analyze, evaluate altematives and develop conclusions and recommendations

Abiliby toeSet priorities, manage time and meet competing deadlines

LbiibotecCommunicate well both orally and in writing

Asbta-alirganize and review projects for quality assurance

Abiliby to rRespond to diseatiefisd-customers with tact and diplomacy and resolve preblepseconcems

Interpret, apply, and explain applicable laws and requlations. and District policies and procedures

Stay updated on technology cha and adapt to new technol
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Role model exceptional intemal and external customer service

Maintain an open and approachable manner and easily build rapport with others
Create a positive work environment and ensure that clear, challenging and attainable goals are set for

assigned groups and alioned with oroanizational objectives

Model professional integrity and ethics and deal guickly with breaches and misconduct

| MINIMUM QUALIFICATIONS

Education Reguirament:
An EMEIEI[ES deqree or equwﬂlent achelors degraa |

Exparience Reguirament:
Three years m‘ expenem:e I |ng or supemsmg -ﬂu—sl:aﬁ and actmhes o e

copy center and digital

Education/Experience Equivalency:
Experience andfor education of the same kind, level and amount as required in the minimum
gualificaions may be substituted on a year-for-year basis

Liconsura andfor Certification:
Maone.

| WORKING ENVIRONMENT & PHYSICAL DEMANDS

Disclosure:

The physical demands described here are representative of those that must be met by an employee to
successiully perform the essential functions of this job. The work environment characteristics described
here are representative of those an employee encounters while performing the essential functions of this

job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
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Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, use hands to
keyboard, type, or handle materials, and talk and/or hear. The employee is occasionally
required to stand and walk. The employee is regularly required to lift, carry, push, or pull up
to 25 pounds. While performing the duties of this job, the noise level in the work

environment is usually quiet.

Thursday, June 29, 2023

| CLASS DETAIL

Job Family:

FLSA Status:

Personnel Commission Approval Date:

Class History:

Revision Date(s):

Instructional Support

Exempt

14/09/06 1/18/94

Media Services Manager+{04/48/94}.:

Media and Graphic Services Manager

{03/24/98}
1521?98' 11/09/06; Hay-Stuey-7/15/15,
6/29/23
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Santa Monica Community College District
Personnel Commission

Reprographics Supervisor

CONCEPT OF THE CLASS

Under general supervision, this position supervises the activiies and services associated with the
production and distribution of a variety of reprographic and printing projects, as well as the planning,
coordination, installation and cngoing support for related reprographic technology.

DISTINGUISHING CHARACTERISTICS

The Reprographics Supervisor manages the day-to-day operations of Reprographic Senvices.

The Senior Reprographics Technician performs lead work in the daily operation of Reprographic
Services.

The Reprographics Technician operates digital high speed, high volume printers and related equipment
to provide a high level of customer service to meet the reprographic needs of the campus community.

ESSENTIAL DUTIES

Supervises the technical and counter staff of Reprographic Services involved in the production of printing
services; hires, schedules work, trains and evaluates technical and clerical perzsonnel; reviews and
approves regular and overtime pay.

Manages daily technical support operations provided to faculty and staff to ensure operaticnal objectives
and work standards are met.

Manages and participates in complex reprographic projects; prioritizes, assigns, evaluates and otherwise
assures that projects are completed commectly and in a timely manner; performs quality assurance checks
on producticn quality and service delivery.

Plans, researches and recommends reprographic and related services, procedures and processes to
enzure service-oriented operations that support organizational goals.

Asgsists in the development, implementation, and menitoring of service level agreements; coordinates
activities with vendors in the delivery, setup, installation and repair of eqguipment; assists Purchasing
Department in researching reprographic technologies to secure best quality, services, and pricing.

Manages, monitors, and ensures the production of high-quality reprographic services to meet customer
needs, and recommends new solutions to enhance the effectiveness of services.

Provides technical advice and recommendations to customers pertaining to printing needs, in order to
maintain customer service standards and procedures.
Performs other related duties as reguested or assigned.

Examples of essential duties are descriptive and not restrictive in nature, and are generally listed in
descending order of importance.

42



Santa Monica College
Personnel Commission Special Meeting Minutes Thursday, June 29, 2023

SUPERVISION

Supervision Received:
Thig position receives general direction from the Director of Auxiliary Services.

Supervision Exercised:
This position exercizes general supervision over the work of the Senior Reprographics Technician and
Reprographics Technicians.

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Methods, processes, principles, and procedures of high-guality, large-volume reprographic operations
and services

Production eguipment, devices, supplies, and technology

Supervisory principles and practices including effective recruitment and selection; work assignment and
delegation, performance evaluation, employee motivation, staff development and training, grievance
management and imposition of corective or disciplinary action

Applicable federal, state and local laws, rules and regulations

Effective customer service technigues

Purchasing and billing practices and procedures

Current trends in - digital printing, production and copy technology.

Safety policies and practices

Ability to:

Research, analyze, evaluate altematives and develop conclugions and recommendations

Set pricrities, manage ime and meet competing deadlines

Communicate well both orally and in writing

Organize and review projects for guality assurance

Respond to customers with tact and diplomacy and resclve concems

Interpret, apply, and explain applicable laws and regulations, and District policies and procedures
Operate a computer using computer applications, programs and standard office equipment

Stay updated on technology changes and adapt to new technologies

Role model excepticnal internal and external customer service

Utilize organizational funds, material resources and staffing levels wisely and strategically

Maintain an open and approachable manner and easily build rapport with others

43



Santa Monica College
Personnel Commission Special Meeting Minutes Thursday, June 29, 2023

Create a positive work environment and ensure that clear, challenging and attainable goals are set for
assigned groups and aligned with organizational objectives

Model professional integrity and ethics and deal quickly with breaches and misconduct

Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and participate in
related training

Establish and maintain effective working relationships with others, supporting a climate of anti-racism and
mutual respect that values people of all backgrounds, demographics, and experiences

MINIMUM QUALIFICATIONS

Education Reguirement:
An associate's degree or eguivalent.

Experience Reguiremeint:
Three years of experience leading or supervising staff and activities of a copy center and digital primting
gervices in a high production environment.

Education/Experience Equivalency:
Experience andior education of the same kind, level and amount as required in the minimum
gualifications may be substituted on a year-for-year basis

Licensure andfor Certification:
Homne.

WORKING ENVIRONMENT & PHYSICAL DEMANDS

Disclosura:

The physical demands described here are representative of those that must be met by an employes to
successiully perform the essential functions of this job. The work environment characteristics described
here are representative of those an employee encounters while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilites to perform the
essential functions.

Normal Office Environment.

While performing the duties of this job the employee is regularly reguired to sit, use hands to keyboard,
type, or handle materials, and talk and/or hear. The employes is occasionally required to stand and walk.
The employes is regularly required to Iift, camy, push, or pull up to 25 pounds. While performing the
duties of this job, the noise level in the work environment is usually quiet.

[ CLASS DETAIL
Job Family: Instructional Support
FLSA Status: Exempt
Personne! Commission Approval Data: 1/18/94

Media Services Manager; Media and Graphic
Services Manager

Revision Datefs): 1F21098; 11/09/06; 71515, 62923

Class History:
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Agenda Report Number 7

Subject Approval of Advanced Step Placement:
IT User Support Manager

Date June 29, 2023

To Members of the Personnel Commission
Carol Long,

From

Director of the Personnel Commission

It is requested that the Personnel Commission approve an initial salary placement for Miguel
Reyes, IT User Support Manager, at Range M29, Step E on the Classified Management Salary
Schedule.

The Minimum Qualifications for this position include Bachelor’s degree in Computer Science or a
closely related field and three years of technical experience providing end user hardware and
software applications support. One year of experience leading or managing IT technical projects
or teams is also required.

This candidate possesses a Bachelor’s degree in Information Systems, over 16 years of hardware
and software support experience at Santa Monica College, and over 8 years of experience
leading IT projects and/or teams.

Merit Rule 12.2.4 B (4) Salary on Employment

The maximum initial salary placement is the third step on the salary schedule, unless approval
for higher initial salary placement is granted by the Personnel Commission,
Superintendent/President, and the appropriate appointing authority. In order to be considered
for initial salary placement above Step C, candidates must have more than four (4) additional
years of training and experience beyond the years indicated in the class qualifications, and two
or more of the criteria listed in 12.2.4.B.3. must be present.

Disposition by the Commission

Motion Made By Lawrence Leone
Seconded By Barbara Greenstein
Ayes 5

Nays 0

Abstentions 0

Amendments/Comments
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[ll. Adjournment at 12:09 PM

Special Meeting Minutes

Thursday, June 29, 2023

Disposition by the Commission

Motion Made By

Lawrence Leone

Seconded By Joy Abbott
Ayes 5
Nays 0
Abstentions 0

Amendments/Comments

As required by law, the agenda for the June 29, 2023, Special Meeting of the Santa Monica
College Personnel Commission was posted on the Official District Website no later than 24 hours
prior to the date and time of this meeting.
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