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Public Session: 12:00 p.m. 

I. Organizational Functions 

a. Call to Order 

b. Roll Call 

Commissioner Present Absent 

Dr. Joseph Metoyer Jr., Chair X  

Joy Abbott, Vice Chair X  

Barbara Greenstein X  

Deborah Jansen X  

Lawrence Leone X  

c. Director’s Report 

Classification Studies 
The Personnel Commission presented recommendations for one position reclassification, one 
salary reallocation, and five classification revisions as part of the cyclical studies. 
 
Plans to work on additional reviews for cyclical studies include the Instructional Assistants and 
Tutoring Coordinators and completing reviews for Administrative Support and Campus Safety.   
 
Recruitment 
Personnel Commission staff brought forward two eligibility lists for approval: Human Resources 
Specialist, and Director of Facilities Programming and announced eight recruitments in process, 
and 21 upcoming or temporarily on hold. 
 
Merit Rules Advisory Committee Update 
The Merit Rules Advisory Committee submitted MR 5.2.16 (Protest and Appeal of Examination), 
and MR 6.4.1 (Notification of Eligibles) for a First Reading.  Additional changes to Chapter 14 
were proposed at the last Merit Rules Advisory Committee meeting, so the chapter will return in 
September for another first reading. Chapter 14 covers Disciplinary Actions and Appeals.  The 
Committee will then move forward to Chapter 15, which covers Resignation and Reinstatement. 
 
Other Items 
SMC is currently prepping for the start of the Fall Semester with VIP Welcome Day on 8/18/23 
and first day of classes on 8/28/23.  
 
With the College’s current budget challenges, Personnel Commission is anticipating that there 
will be a drop in recruitment work – not immediately but in the near future, and an increase in 
classification and compensation. 
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Director Long addressed Commissioner Deborah Jansen who requested a presentation on the 
Personnel Commission’s classification process.  She assured the Commission that a presentation 
will be made at the September Meeting.  
 
She also provided a reminder that the September Meeting will be in-person. 
 
Director Long announced that she and Amy Gurjian were asked to conduct a virtual presentation 
for WRIPAC’s statewide meeting in January.  
 

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

 

i. Recognition of Employee Longevity-August 2023 

5 YEARS 
Jose G. Hernandez, Admissions & Records Supervisor, Admissions & Records 
Jose Tostado, Construction Maintenance Supervisor, Maintenance 
 
10 YEARS 
Paige Glaves, Administrative Assistant II, Equity, Pathways, and Inclusion 
 Maria Munoz recognized and congratulated Paige for 10 years with the College 
 
15 YEARS 
Joy Bice, Lead Theater Technician, Campus Events 
 Rob Rudoph recognized and congratulated Joy for 15 years with the College 
 
25 YEARS 
Jung Lee, Information Systems Engineer, Management Information Services 

 

 

 

 

 

 

 

 

 

 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, August 16, 2023 
 

 
 

3 

e. Comments from the Vice President of Human Resources 

Sherrie Lee-Lewis, Vice President of Human Resources, recognized and congratulated longevity 

recipients.  She announced the upcoming Professional Development Day on August 24, 2023 and 

encouraged all to attend.   

 

f. Comments from the CSEA Chapter 36 Representative 

CSEA Chapter 36 President, Cindy Ordaz, spoke on general concerns and/or issues regarding 

aspects of the College’s Reclassification Process: 

1. Discrepancies in timelines.  Disparity between the timelines that employees are 

expected to follow vs what the PC Staff are following. 

2. Dismissal of employee research.  Personnel Commission Staff has 

disproportionately influenced the reclassification decisions; overshadowing research 

provided by employees. 

3. Uphold impartiality when reviewing information provided by both managers and 

employees. 

 

g. Comments from the Management Association President 

Scott Silverman, President of Management Association, thanked and congratulated colleagues 

receiving service milestones. 

 

h. Comments from the Personnel Commission Staff 

No Comments. 

i. Comments from the Personnel Commissioners 

No Comments. 
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II. Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 

1 
First Reading of Amendments to Rules and Regulations of the 
Classified Service – Merit Rules 5.2.16 and 6.4.1 
(No Action To Be Taken) 

6 

2 Position Reclassification:  
Student Services Clerk to Student Services Assistant 9 

3 Salary Reallocation: Central Plant Operator 12 

4 Classification Revisions and Salary Reallocation:  
Administrative Assistant I 15 

5 Classification Revisions and Salary Reallocation:  
Administrative Assistant II 

26 

6 Classification Revisions and Salary Reallocation:  
Administrative Clerk 39 

7 Classification Revisions and Retitle: 
Community College Police Officer  (Lateral /Academy Graduate) 50 

8 Classification Revisions and Retitle: 
Community College Police Officer Recruit 63 

9 Advisory Item:  Remote Meetings Under the Brown Act 74 
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III. Consent Agenda: All items to be considered and approved in one motion unless 
removed by a Commissioner for discussion 

Report 
Number Subject Page 

Number 

10 Certification of Seniority List:  
Instructional Computer Lab Technician-Digital Photography 76 

11 Ratification of Limited Term Assignments 78 
12 Appointments to Limited Term Positions 79 
13 Appointments to Provisional Assignments 80 
14 Ratification of Working Out of Class Assignments 81 

15 Ratification of Meeting Minutes: 
Regular Meeting Minutes-July 20, 2023 84 

16 
Ratification of Eligibility Lists: 
Director of Facilities Programming (Promotional) 
Human Resources Specialist (Promotional) 

85 

17 

Extension of Eligibility Lists: 
• Accompanist-Music 
• Administrative Assistant III-Confidential 
• Associate Programmer Analyst 
• Cosmetology Assistant 
• EOPS Specialist (Promotional) 
• Facilities Maintenance Supervisor (Promotional) 
• IA-English 
• Laboratory Technician – Broadcast Digital Media 
• Library Assistant 
• Media Resources Assistant 
• Personnel Technician 

86 

18 Personnel Commission Project Status Report 88 
 

IV. Adjournment 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, August 16, 2023 
 

 
 

6 

Agenda Report Number 1 

Subject 
First Reading of Amendments to Rules and Regulations of the 
Classified Service – Merit Rules 5.2.16 and 6.4.1 
(No Action To Be Taken) 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Proposed changes to Chapter 5: Merit Rules Section 5.2.16 and Chapter 6: Merit Rules Section 
6.4.1 are attached for a First Reading.  
 
Recommendations were developed with input from the Merit Rules Advisory Committee. Goals 
of these changes include updating and clarifying processes, and ensuring language is in 
compliance with the Education Code and applicable bargaining agreements. 
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Agenda Report Number 2 

Subject Position Reclassification:  
Student Services Clerk to Student Services Assistant 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Olga Vasquez, Personnel Analyst 
 
BACKGROUND 
 
The Personnel Commission received a request to conduct a position study for Alexandra Vargas, 
who is currently a Student Services Clerk in the Scholars program. A reclassification study was 
initiated to gather additional details and timelines for higher level work assigned to determine if 
a reclassification is warranted. Ms. Vargas has been in the Student Services Clerk classification 
since June 2018. 
 
METHODOLOGY 
 
Ms. Vargas submitted a Request for Reclassification form to the Personnel Commission on May 
1, 2023, and subsequently submitted a PDQ that details the duties currently performed. 
Personnel Commission staff interviewed Ms. Vargas, Sasha King, Interim Dean, Academic Affairs 
and Audra Wells, Scholars Program Leader/Counselor, to gather additional details about the 
nature and level of duties assigned and performed.  
 
ANALYSIS 
 
Key factors assessed when studying a position or classification include the knowledge required 
for the position, level of complexity, scope of responsibility, nature and purpose of contacts, 
degree of decision-making authority, and consequence of error.  A review of the documents 
submitted by the incumbent, as well as follow-up conversations with the incumbent and Scholars 
Program management indicate that this position is required to have specific knowledge of 
Scholar’s Program eligibility criteria and services in order to review program applications for 
completeness, maintain accurate databases and student files, advise students on program 
eligibility, and provides status, train student workers, prepares requisitions, and speak in front of 
small groups to promote the department. Duties are required to be performed with substantial 
independence. 
 
FINDINGS 
  

• Ms. Vargas qualifies for reclassification because her position has expanded over time 
to encompass duties and responsibilities that are commensurate with a higher-level 
classification that has a broader scope/effect, decision-making authority, increased 
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complexity, knowledge required to effectively perform the job, and nature and purpose 
of contacts. These duties are required to support normal department and District 
operations and cannot be absorbed by other staff members. 
 

• Based on information gathered from the incumbent and their supervisors, Ms. Vargas has 
been assigned to perform these duties through gradual accretion for at least two years. 
 

• Based on the duties assigned and the knowledge and abilities required, the classification 
of Student Services Assistant is proposed, which encompasses the majority of the 
essential duties of the incumbent in terms of scope of responsibility, degree of decision-
making, complexity, knowledge required, and nature and purpose of contacts. 
 

Findings have been sent for review to the incumbent, CSEA, Scholars Program management, 
Human Resources, Business Services, and executive leadership.  Applicable Rules: 

 

• In order to qualify for reclassification, the change in duties and responsibilities must 
occur through a gradual accretion of duties and not occasioned by the sudden 
assignment of wholly new duties. (Merit Rule 3.3.1.B (3)) 
 

• Merit Rule 3.3.2 defines gradual accretion of duties as “occurring over two (2) or more 
years of regular service.” 
 

• Determination as to whether gradual accretion has occurred will be based on the date 
the incumbent began the performance of the newly acquired duties and responsibilities, 
and clear and convincing evidence of the employee’s continuing performance of the 
added duties and responsibilities. (Merit Rule 3.3.3 (B)(C)) 
 

• At least two (2) years must elapse before another request for reclassification can be 
initiated for the same position. (Merit Rule. 3.3.4.G) 
 

• Changes in classification and salary resulting from the permanent reclassification of a 
position shall be effective no later than the first day of the month following the date on 
which the Personnel Commission takes action to approve reclassification of the position, 
provided the employee is eligible to be reclassified with his/her position without 
examination. (Merit Rule 3.3.7A(1)) 
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RECOMMENDATION 
 
It is recommended that the Commission reclassify Ms. Vargas’ position from Student Services 
Clerk to Student Services Assistant, with a reclassification effective date of September 1, 2023. 
 
Disposition by the Commission 
Motion Made By Deborah Jansen 
Seconded By Joy Abbott 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 3 
Subject Salary Reallocation: Central Plant Operator 
Date August 16, 2023 
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 is the salary reallocation for Central Plant Operator. 
 
The Personnel Commission received an ad-hoc study request from CSEA to review the allocated 
salary for this classification. Ad-hoc studies are requests made outside of the cyclical review 
calendar.  
 
The Central Plant Operator classification was established in September of 2017 and has not been 
revised since its creation. 
 
METHODOLOGY  
 
Personnel Commission worked with Terry Kamibayashi, Assistant Director of Facilities 
Maintenance, to gather ratings regarding the frequency and criticality of each duty in the current 
class description. A job evaluation and external salary study were conducted to identify similar 
roles in comparable agencies.  Internal comparisons were also reviewed to ensure proper 
alignment with, and delineation from, related facilities classifications.  
 
The current salary range for Central Plant Operator is $6,975 to $8,479 per month (Classified 
Employee Salary Schedule, Range 41).  
 
RESULTS 
 
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. Job 
matches at other organizations were limited, as other organizations either lacked a role that 
monitors central plant activities or utilized roles that had broader responsibility for electrical and 
building systems, such as lighting and green energy systems, in addition to core HVAC systems. 
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SALARY REALLOACTION 
 
It is recommended that the salary for Central Plant Operator be reallocated from Range 41 of the 
Classified Employee Salary Schedule ($6,975 to $8,479 per month) to Range 43 ($7,324 to 
$8,903 per month), a 5% increase. At the time of establishment in 2017, the Central Plant 
Operator was allocated 5% higher than the HVAC Mechanic in recognition of differences in scope 
of responsibility and level of knowledge required. Based on job evaluation findings, it is 
recommended that this 5% difference be reinstituted.  
 
The following chart shows related classifications in this job discipline and current salary 
allocation for each classification. 
 

JOB TITLE REPORTS TO RANGE MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Mechanical 
Systems Manager 

Director of Facili�es 
Maintenance M24 $9,372 $11,392 34.37% 

Central Plant 
Operator 

Mechanical Systems 
Manager 41 $6,975 $8,479 0.00% 

Electrician Mechanical Systems 
Manager  41 $6,975 $8,479 0.00% 

HVAC Mechanic Mechanical Systems 
Manager 41 $6,975 $8,479 0.00% 

Plumber Mechanical Systems 
Manager  41 $6,975 $8,479 5.00% 

Carpenter Construc�on 
Maintenance Manager  39 $6,643 $8,075 0.00% 

Locksmith Construc�on 
Maintenance Manager  39 $6,643 $8,075 0.00% 

Painter Construc�on 
Maintenance Manager  39 $6,643 $8,075  

 
The salary proposal for this classification has been reviewed with CSEA, department leadership, 
Business Services, Human Resources and executive leadership. 
 
RECOMMENDATIONS 
 
It is recommended that the Commission approve the proposed salary reallocation for Central 
Plant Operator.  
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FROM: Employee Salary Schedule Range 41 ($6,975 to $8,479 per month) 
 
 
TO: Classified Employee Salary Schedule Range 43 ($7,324 to $8,903 per month) 
 
 
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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Agenda Report Number 4 

Subject Classification Revisions and Salary Reallocation:  
Administrative Assistant I 

Date August 16, 2023 
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 classification description revisions and a salary reallocation 
recommendation for Administrative Assistant I. 
 
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline.  The Administrative Assistant I performs a variety of 
specialized clerical duties and provides administrative support for College management and 
faculty leaders in instructional, academic and support service functional areas. 
 
This class description was last revised in September of 2014. It was established in 1984, as 
Administrative Assistant I & Administrative Assistant I-Steno and later reclassified to Department 
Secretary.  It was also revised in October 2006 as part of the Hay study. 
 
There are currently twenty-seven permanent 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. Incumbents in this 
classification as well as CSEA, were invited to participate in a class study orientation to discuss 
the purpose of the study, methodology, timelines, possible outcomes and implications and 
frequently asked questions.  In addition to the class study orientation, personnel commission 
staff also conducted two question and answer sessions. The incumbents were requested to 
complete Position Description Questionnaires (PDQ’s) by January 31, 2022.  The deadline was 
extended to April 30, 2022.   
  
Personnel Commission staff requested the input of department management.  A duty analysis 
worksheet which rated the frequency and criticality of each duty in the current class description 
was completed.  Additionally, revisions are proposed to clarify essential duties, distinguishing 
characteristics, concept of the class and KSAs (knowledge, skills and abilities) and to more 
accurately reflect the nature of the work environment.  Classification revisions were sent for 
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review to CSEA, Department management, Business Services, Human Resources and executive 
leadership. 
 
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, class description revisions are being proposed to include a more 
accurate depiction of the work performed.  These changes serve to clarify essential duties, 
distinguishing characteristics, concept of the class and KSAs (knowledge, skills and abilities) and 
other job requirements.   
 
A comprehensive survey of comparable agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Assistant I. The survey produced six moderate to strong matches. 
 

AGENCY JOB TITLE MIN    MAX    MEDIAN    STUDENT 
COUNT  

STUDENT 
FTE 

GF 
REVENUE 
ACTUAL   

TOTAL 
EMPLOYEE 

FTE 
Santa 
Monica 
College 

Administrative 
Assistant I $4,834 $5,876 $5,355 41,108 22,135 $244M  1,245 

El Camino 
College 

Administrative 
Assistant I $5,088 $6,498 $5,793 30,933 16,062 $182M  1,044 

Glendale 
College 

Administrative 
Assistant I $4,112 $5,248 $4,680 21,900 12,309 $148M  746 

Long Beach 
City College 

Administrative 
Assistant $4,596 $5,655 $5,126 34,373 20,226 $192M  1,188 

Los Angeles 
CCD 

Administrative 
Assistant  $4,300 $5,327 $4,814 220,986 83,138 $925M  4,513 

North 
Orange 
County CCD 

Administrative 
Assistant I $5,032 $6,048 $5,540 68,150 33,960 $321M  1,885 

Pasadena 
City College 

Administrative 
Assistant I $4,808 $6,137 $5,473 37,762 23,568 $214M  900 

 Average $4,656 $5,819 $5,237     

 25th 
Percentile $4,374 $5,409 $4,892     

 50th 
Percentile $4,702 $5,852 $5,299     
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 75th 
Percentile $4,976 $6,115 $5,523     

 80th 
Percentile $5,032 $6,137 $5,540     

 90th 
Percentile $5,060 $6,318 $5,667     

 SMC % RANK 62.3% 51.2% 53.2%     

 
SMC 

Difference 
From AVG 

3.7% 1.0% 2.2%     

 
SMC 

Difference 
From MED 

2.7% 0.4% 1.0%     

 
The current salary for Administrative Assistant I is Range 26 ($4,834 to $5,876 per month) on the 
Classified Employee Salary Schedule. In this survey, SMC’s position is at the 53rd median 
percentile when compared to the market median. To attract and retain employees, it is 
recommended that this classification be reallocated to Range 28 ($5,076 to $6,170 per month). 
Salary was proposed considering internal alignment within the Clerical and Administrative 
Support job discipline. 
 
The following table shows percentage differences between jobs in Administrative/Clerical job 
family. Phase II of cyclical reviews Administrative/Clerical job family is currently underway. 
 
Current 
 

JOB TITLE REPORTS TO MIN  MAX   
RANGE  

% DIFF 
BETWEEN 

LEVELS 
Executive Coordinator-District 
& Board of Trustees-
Confidential* 

Superintendent/President $6,975  $8,479   C41  10.26% 

Administrative Assistant IV-
Confidential* Superintendent/President $6,327  $7,690   C37 5.00% 

Administrative Assistant III-
Confidential* 

Senior Level District 
Administrator $6,026  $7,324  C35 2.53% 

Administrative Assistant III* 
Associate VP, VP or 

Director of Personnel 
Commission 

$5,876  $7,143   34 12.90% 

Administrative Assistant II Academic 
Deans/Administrators $5,206  $6,327    29  7.68% 
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Administrative Assistant I 

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, Administrative or 

Classified Managers. 

$4,834  $5,876   26 15.76% 

Administrative Clerk 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,176  $5,076   20   

*Pending cyclical reviews 
 
Proposed 
 

JOB TITLE REPORTS TO MIN  MAX   RANGE  
% DIFF 

BETWEEN 
LEVELS 

Administrative 
Assistant II** 

Academic 
Deans/Administrators $5,596  $6,803  32 10.26% 

Administrative 
Assistant I  

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, Administrative 

or Classified 
Managers. 

$5,076  $6,170  28 18.52% 

Administrative Clerk* 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,283  $5,206  21   

**Proposed in subsequent agenda item 
 
Cyclical review results have been sent to the incumbents, CSEA, Department management, 
Business Services, Human Resources, and executive leadership. 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed revisions and salary reallocation 
for the Administrative Assistant I classification description. 
 
FROM:  Classified Employee Salary Schedule Range 26 ($4,834 to $5,876 per month)  
 
 
TO: Classified Employee Salary Schedule Range 28 ($5,076 to $6,170 per month)  
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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 Revisions and Salary Reallocation:  
Administrative Assistant II 

Date August 16, 2023 
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 classification description revisions and a salary reallocation 
recommendation for Administrative Assistant II. 
 
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline.  The Administrative Assistant II performs moderately 
complex clerical duties and provides administrative support for Academic Deans or 
Administrators working in off-campus facilities or in large, complex functional areas. 
 
This class description was established in 1984. It was revised in February 1985 and June 1989. It 
was last revised in October 2006 as part of the Hay study. There are currently twenty-eight 
permanent 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. Incumbents in this 
classification as well as CSEA, were invited to participate in a class study orientation to discuss 
the purpose of the study, methodology, timelines, possible outcomes and implications, and 
frequently asked questions.  In addition to the class study orientation, Personnel Commission 
staff also conducted two question and answer sessions. The incumbents were requested to 
complete Position Description Questionnaires (PDQ’s) by January 31, 2022.  The deadline was 
extended to April 30, 2022.   
  
Personnel Commission staff requested the input of department management.  A duty analysis 
worksheet which rated the frequency and criticality of each duty in the current class description 
was completed.  Additionally, revisions are proposed to clarify essential duties, distinguishing 
characteristics, concept of the class, minimum qualifications and KSAs (knowledge, skills and 
abilities) and to more accurately reflect the nature of the work environment.  Classification 
revisions were sent for review to CSEA, Department management, Business Services, Human 
Resources and executive leadership. 
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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, class description revisions are being proposed to include a more 
accurate depiction of the work performed.  These changes serve to clarify essential duties, 
distinguishing characteristics, concept of the class and KSAs (knowledge, skills and abilities) and 
other job requirements.   
 
A comprehensive survey of comparable agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Assistant II. The survey produced nine moderate to strong matches. 
 

AGENCY JOB TITLE  MIN    MAX    MEDIAN   

Santa Monica College Administrative Assistant II $5,206 $6,327 $5,767 

Cerritos College Administrative Secretary 
II  $5,597 $6,727 $6,162 

El Camino College ADMINISTRATIVE 
ASSISTANT II $5,465 $7,009 $6,237 

Foothill DeAnza CCD Administrative Assistant II $5,478 $7,337 $6,408 

Glendale College Administrative Assistant II $4,428 $5,652 $5,040 

North Orange County 
CCD Administrative Assistant II  $5,397 $6,503 $5,950 

Pasadena City College Administrative Assistant II  $5,052 $6,448 $5,750 

Santa Barbara City 
College 

ADMINISTRATIVE 
ASSISTANT II $5,665 $6,428 $6,047 

State Center CCD Administrative Assistant $4,513 $5,552 $6,144 

Ventura County CCD Administrative Assistant $4,619 $6,384 $5,502 

 Average $5,382 $6,449 $5,915 
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 25th Percentile $5,052 $6,384 $5,750 
 50th Percentile $5,465 $6,448 $6,047 
 75th Percentile $5,597 $6,727 $6,162 
 80th Percentile $5,624 $6,840 $6,192 
 90th Percentile $5,986 $7,107 $6,271 
 SMC % RANK 30.5% 24.0% 38.5% 

 SMC Difference From 
AVG -3.4% -1.9% -2.6% 

 SMC Difference From 
MED 

-5.0% -1.9% -4.9% 

 
 
The current salary range for Administrative Assistant II is range 29 ($5,206 to $6,327 per month) 
on the Classified Employee Salary Schedule. In this survey, SMC’s position is at the 38th median 
percentile when compared to the market median. To attract and retain employees, it is 
recommended that this classification be reallocated to Range 32 ($5,596 to $6,803 per month). 
Salary was proposed considering internal alignment within the Clerical and Administrative 
Support job discipline. 
 
The following table shows percentage differences between jobs in Administrative/Clerical job 
family. Phase II of cyclical reviews for the Administrative/Clerical job family is currently 
underway. 
 
Current 
 

JOB TITLE REPORTS TO MIN  MAX   
RANGE  

% DIFF 
BETWEEN 

LEVELS 
Executive 
Coordinator-
District & Board 
of Trustees-
Confidential* 

Superintendent/President $6,975  $8,479   C41  10.26% 

Administrative 
Assistant IV-
Confidential* 

Superintendent/President $6,327  $7,690   C37 5.00% 

Administrative 
Assistant III-
Confidential* 

Senior Level District 
Administrator $6,026  $7,324  C35 2.53% 

Administrative 
Assistant III* 

Associate VP, VP or 
Director of Personnel 

Commission 
$5,876  $7,143   34 12.90% 
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Administrative 
Assistant II 

Academic 
Deans/Administrators $5,206  $6,327    29  7.68% 

Administrative 
Assistant I 

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, Administrative or 

Classified Managers. 

$4,834  $5,876   26 15.76% 

Administrative 
Clerk 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,176  $5,076   20   

*Pending Cyclical Review 
Proposed 
 

JOB TITLE REPORTS TO MIN  MAX   RANGE  
% DIFF 

BETWEEN 
LEVELS 

Administrative 
Assistant II 

Academic 
Deans/Administrators $5,596  $6,803  32 10.26% 

Administrative 
Assistant I*  

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, Administrative 

or Classified Managers. 

$5,076  $6,170  28 18.52% 

Administrative 
Clerk** 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,283  $5,206  21   

* Proposed in a previous agenda item 
**Proposed in subsequent agenda item 
 
Cyclical review results have been sent to the incumbents, CSEA, Department management, 
Business Services, Human Resources, and executive leadership. 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed revisions and salary reallocation 
for the Administrative Assistant II classification description. 
 
FROM: Classified Employee Salary Schedule Range 29 ($5,206 to $6,327 per month) 
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TO: Classified Employee Salary Schedule Range 32 ($5,596 to $6,803 per month) 
 
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 6 

Subject Classification Revisions and Salary Reallocation:  
Administrative Clerk 

Date August 16, 2023 
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 classification description revisions and a salary reallocation 
recommendation for Administrative Clerk. 
 
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline.  The Administrative Clerk performs a wide variety of office 
support and routine clerical duties and activities of a generalized nature in support of an 
assigned department or functional area.  
 
The Administrative Clerk classification was originally created in June 1977 as the Clerk II.  The 
classification has been retitled three times.  In October 1979 the classification was retitled to a 
Clerk Typist, then in 1984 it was revised and retitled to Clerical Assistant I.  The most recent 
revision and retitle occurred in October 2006 when it was retitled to Administrative Clerk by the 
Hay Study.  There are currently two permanent 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. Incumbents in this 
classification as well as CSEA, were invited to participate in a class study orientation to discuss 
the purpose of the study, methodology, timelines, possible outcomes and implications, and 
frequently asked questions.  In addition to the class study orientation, personnel commission 
staff also conducted two question and answer sessions. The incumbents were requested to 
complete Position Description Questionnaires (PDQ’s) by January 31, 2022.  The deadline was 
extended to April 30, 2022.   
  
Personnel Commission staff requested the input of department management.  A duty analysis 
worksheet which rated the frequency and criticality of each duty in the current class description 
was completed.  Additionally, revisions are proposed to clarify essential duties, distinguishing 
characteristics, concept of the class and KSAs (knowledge, skills and abilities) and to more 
accurately reflect the nature of the work environment.  Classification revisions were sent for 
review to CSEA, Department management, Business Services, Human Resources and executive 
leadership. 
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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, class description revisions are being proposed to include a more 
accurate depiction of the work performed.  These changes serve to clarify essential duties, 
distinguishing characteristics, concept of the class and KSAs (knowledge, skills and abilities) and 
other job requirements.   
 
A comprehensive survey of comparable agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Clerk. The survey produced eight moderate to strong matches. 
 

AGENCY JOB TITLE  MIN    MAX   
 

MEDIAN   

 
STUDENT 
COUNT  

STUDENT 
FTE 

 GF 
REVENUE 
ACTUAL   

TOTAL 
EMPLOYEE 

FTE 
Santa Monica 
College 

Administrative 
Clerk $4,176 $5,076 $4,626 41,108 22,135  $244M  1,245 

Cerritos 
College 

Administrative 
Clerk I  $3,970 $4,750 $4,360 30,390  16,881  $161M  943 

Foothill 
DeAnza CCD 

Office 
Assistant 

$4,236 $5,631 $4,934 59,046 27,371  $280M  1,501 

Long Beach 
City College 

Office 
Assistant $3,654 $4,478 $4,066 34,373 20,226  $192M  1,188 

Los Angeles 
CCD Secretary $3,863 $4,786 $4,325 220,986 83,138  $925M  4,513 

Mt. San 
Antonio 
College 

Administrative 
Specialist I $4,526 $5,776 $5,151 63,181 33,823  $287M  1,328 

Santa Barbara 
City College 

Office 
Assistant $3,913 $4,652 $4,041 21,781 12,038  $153M  680 

State Center 
CCD 

Office 
Assistant II $3,430 $4,219 $3,825 69,618 29,832  $330M  1,925 

Ventura 
County CCD 

Office 
Assistant  $3,927 $5,430 $4,679 51,966 26,232  $245M  1,428 

 Average $3,906 $4,939 $4,422     

 25th 
Percentile $3,651 $4,468 $4,060     

 50th 
Percentile $3,895 $4,768 $4,342     
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 75th 
Percentile $4,037 $5,480 $4,742     

 80th 
Percentile $4,130 $5,551 $4,832     

 90th 
Percentile $4,352 $5,689 $4,999     

 SMC % RANK 82.4% 63.5% 69.0%     

 
SMC 

Difference 
From AVG 

6.5% 2.7% 4.4%     

 
SMC 

Difference 
From MED 

6.7% 6.1% 6.1%     

 
 
The current salary for Administrative Clerk is Range 20 ($4,176 to $5,076 per month) on the 
Classified Employee Salary Schedule. In this survey, SMC’s position is at the 69th median 
percentile when compared to the market median. To attract and retain employees, it is 
recommended that this classification be reallocated to Range 21 ($4,283 to $5,206 per month). 
Salary was proposed considering internal alignment within the Clerical and Administrative 
Support job discipline. 
 
The following table shows percentage differences between jobs in Administrative/Clerical job 
family. Phase II of cyclical reviews Administrative/Clerical job family is currently underway. 
 
Current 
 

JOB TITLE REPORTS TO MIN  MAX   
RANGE  

% DIFF 
BETWEEN 

LEVELS 
Executive 
Coordinator-District & 
Board of Trustees-
Confidential* 

Superintendent/President $6,975  $8,479   C41  10.26% 

Administrative 
Assistant IV-
Confidential* 

Superintendent/President $6,327  $7,690   C37 5.00% 

Administrative 
Assistant III-
Confidential* 

Senior Level District 
Administrator $6,026  $7,324  C35 2.53% 

Administrative 
Assistant III* 

Associate VP, VP or 
Director of Personnel 

Commission 
$5,876  $7,143   34 12.90% 
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Administrative 
Assistant II 

Academic 
Deans/Administrators $5,206  $6,327    29  7.68% 

Administrative 
Assistant I 

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, Administrative or 

Classified Managers. 

$4,834  $5,876   26 15.76% 

Administrative Clerk 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,176  $5,076   20   

*Pending cyclical reviews 
 
Proposed 
 

JOB TITLE REPORTS TO MIN  MAX   RANGE  
% DIFF 

BETWEEN 
LEVELS 

Administrative 
Assistant II* 

Academic 
Deans/Administrators 

$5,596  $6,803  32 10.26% 

Administrative 
Assistant I*  

Department Chairs, 
Academic Directors, 

Associate or Assistant 
Deans, 

Administrative or 
Classified Managers. 

$5,076  $6,170  28 18.52% 

Administrative 
Clerk 

Assistant Deans, 
Academic, Classified 

Administrators or 
Managers 

$4,283  $5,206  21   

*Proposed in previous agenda items 
 
Cyclical review results have been sent to the incumbents, CSEA, Department management, 
Business Services, Human Resources, and executive leadership. 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed revisions and salary reallocation 
for the Administrative Clerk classification description. 
 
FROM: Classified Employee Salary Schedule Range 20 ($4,176 to $5,076 per month)  
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TO: Classified Employee Salary Schedule Range 21 ($4,283 to $5,206 per month) 
 
 
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 Classification Revisions and Retitle: 
Community College Police Officer (Lateral /Academy Graduate) 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Karen Monzon, Personnel Analyst 
 
BACKGROUND 
 
Attached for your approval is a revised classification description for Community College Police 
Officer (Lateral/Academy Graduate).  
 
As scheduled on the annual cyclical study calendar, Commission staff is reviewing the 
classifications within the Campus Safety department. The Community College Police Officers 
(Lateral/Academy Graduate) are California P.O.S.T. certified, providing law enforcement duties, 
as well as ensuring the safety and well-being of students, staff, and visitors of the District.  
 
The Community College Police Officer (Lateral/Academy Graduate) classification was established 
in June 1979. The classification has had several revisions with the most recent revision approved 
in March 2023.There are nine incumbents in this classification. The proposed changes will not 
adversely affect the incumbents. 
 
METHODOLOGY  
 
This study was scheduled in the cyclical review calendar for 2022-2023. The incumbents from 
Campus Safety classifications, as well as SMC Police Officers’ Association, were invited to 
participate in a class study orientation 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). 
  
Personnel Commission staff met with Community College Police Sergeants, Chiquita Brown and 
Bryan Wilson.  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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RESULTS 
 
Based on the data gathered, revisions to the class description are being proposed to include a 
more accurate description of the work required, including a retitle to Community College Police 
Officer. 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 11 moderate to strong matches, which are identified below, 
with some variability in assigned functions but with comparable levels of responsibility. 
 

AGENCY JOB TITLE MIN    MAX    MEDIAN   
Santa Monica College Community College Police Officer  $6,970 $8,471 $7,721 
Cerritos College Campus Police Officer $6,896 $8,314 $7,605 
City of Santa Monica Police Officer $9,116 $11,254 $10,185 
Contra Costa CCD Police Services Officer $5,992 $7,299 $6,646 
El Camino College College Police Officer $5,884 $7,565 $6,725 
Foothill De Anza CCD Police Officer I/II $6,806 $9,051 $7,929 
Glendale College Police Officer $5,668 $7,234 $6,451 
Mount San Antonio 
College Police Officer $6,672 $8,515 $7,594 

Pasadena City College Police Officer $5,851 $7,476 $6,663 
Riverside CCD Officer - Safety & Police $6,968 $8,483 $7,726 
State Center CCD Police Officer $5,927 $7,199 $6,563 
Ventura County CCD Community College Police Officer I $5,884 $8,118 $7,001 
 Average $6,515 $8,228 $7,371 
 25th Percentile $5,884 $7,387 $6,654 
 50th Percentile $5,992 $8,118 $7,001 
 75th Percentile $6,851 $8,499 $7,665 
 80th Percentile $6,896 $8,515 $7,726 
 90th Percentile $7,183 $9,271 $7,929 
 SMC % RANK 90.0% 69.2% 79.5% 
 SMC Difference From AVG 6.5% 2.9% 4.5% 
 SMC Difference From MED 14.0% 4.2% 9.3% 

*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 Community College Police Officer (Lateral/Academy Graduate) is 
$6,970 to $8,471 per month (SMC Police Officer Salary Schedule, Range 42). In this survey, SMC 
is in the 79.5% median percentile compared to all benchmark agencies with comparable 
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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 incumbents, SMC Police 
Officers’ Association, 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: 
 

JOB TITLE REPORTS TO RANGE MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Chief of Police Vice President of Student 
Affairs 

A20 $16,420 $18,103 40.70% 

CC Police Captain Chief of Police M33 $11,670 $14,184 37.28% 
CC Police Sergeant CC Police Captain M20 $8,501 $10,333 21.97% 
CC Police Officer CC Police Sergeant 42 $6,970 $8,471 24.55% 
CC Police Officer Recruit CC Police Sergeant 33 $5,596 $6,803 4.99% 

 
RECOMMENDATIONS 
 
It is recommended that the Commission approve the attached revisions and title change to the 
classification description for Community College Police Officer (Lateral/Academy Graduate). 
 
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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Agenda Report Number 8 

Subject Classification Revisions and Retitle: 
Community College Police Officer Recruit 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Karen Monzon, Personnel Analyst 
 
BACKGROUND 
 
Attached for your approval is a revised classification description for Community College Police 
Officer Recruit. 
 
As scheduled on the annual cyclical study calendar, Commission staff is reviewing the 
classifications within the Campus Safety department. The Community College Police Officer 
Recruit classification is for non-sworn training-level candidates seeking police training. Recruits 
are current or recent graduates of a POST certified academy.  
 
The Community College Police Officer Recruit classification was established in June 1977. The 
classification has had several revisions with the most recent revision approved in March 
2023.There are no incumbents in this classification.  
 
METHODOLOGY  
 
This study was scheduled in the cyclical review calendar for 2022-2023. The incumbents from 
Campus Safety classifications, as well as SMC Police Officers’ Association, were invited to 
participate in a class study orientation 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). 
  
Personnel Commission staff met with Community College Police Sergeants, Chiquita Brown and 
Bryan Wilson.  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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RESULTS 
 
Based on the data gathered, revisions to the class description are being proposed to include a 
more accurate description of the work required.  We are also recommending a retitle to 
Community College Police Officer Trainee. 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 below, 
with some variability in assigned functions but with comparable levels of responsibility. 
 

AGENCY JOB TITLE MIN    MAX    MEDIAN   

Santa Monica College Community College Police Officer 
Trainee $5,596 $6,803 $6,200 

City of Santa Monica Police Officer-Trainee $7,211 $8,902 $8,057 
Contra Costa CCD Police Services Officer Trainee $4,798 $5,845 $5,322 
El Camino College Police Officer Trainee $5,296 $5,296 $5,296 
Foothill De Anza CCD Police Officer Trainee $4,744 $6,281 $5,512 
Glendale College Police Officer Trainee $4,652 $5,938 $5,295 
 Average $5,340 $6,452 $5,896 
 25th Percentile $4,744 $5,845 $5,296 
 50th Percentile $4,798 $5,938 $5,322 
 75th Percentile $5,296 $6,281 $5,512 
 80th Percentile $5,679 $6,805 $6,021 
 90th Percentile $6,445 $7,854 $7,039 
 SMC % RANK 78.9% 79.9% 81.7% 
 SMC Difference From AVG 4.6% 5.2% 4.9% 
 SMC Difference From MED 14.3% 12.7% 14.2% 

 
*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 Community College Officer Recruit is $5,596 to $6,803 per month 
(SMC Police Officer Salary Schedule, Range 33). In this survey, SMC is in the 81.7% 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 incumbents, SMC Police Officers’ Association, 
Department Management, Business Services, Human Resources, and executive leadership.  
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The following chart shows related classifications in this job discipline and current salary 
allocation for each classification: 
 

JOB TITLE REPORTS TO RANGE MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Chief of Police Vice President of Student 
Affairs A20 $16,420 $18,103 40.70% 

CC Police Captain Chief of Police M33 $11,670 $14,184 37.28% 
CC Police Sergeant CC Police Captain M20 $8,501 $10,333 21.97% 
CC Police Officer* CC Police Sergeant 42 $6,970 $8,471 24.55% 
CC Police Officer Trainee CC Police Sergeant 33 $5,596 $6,803 4.99% 

*Proposed in Previous Agenda Item 
 
RECOMMENDATIONS 
 
It is recommended that the Commission approve the attached revisions and title change to the 
classification description for Community College Police Officer Recruit.  
 
Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 9 
Subject Advisory Item:  Remote Meetings Under the Brown Act 
Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Bob Myers, Campus Counsel has issued a memorandum to all College Brown Act bodies 
concerning rules for conducting remote meetings starting in September.  He will be available to 
answer any questions that the Commission might have. 
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III. Consent Agenda: All items to be considered and approved in one motion unless removed by a 
commissioner for discussion. 

Report 
Number Subject Page 

Number 

10 Certification of Seniority List:  
Instructional Computer Lab Technician-Digital Photography 76 

11 Ratification of Limited Term Assignments 78 
12 Appointments to Limited Term Positions 79 
13 Appointments to Provisional Assignments 80 
14 Ratification of Working Out of Class and Limited Term Assignments 81 

15 Ratification of Meeting Minutes: 
Regular Meeting Minutes-July 20, 2023 84 

16 
Ratification of Eligibility Lists: 
Director of Facilities Programming (Promotional) 
Human Resources Specialist (Promotional) 

85 

17 

Extension of Eligibility Lists: 
• Accompanist-Music 
• Administrative Assistant III-Confidential 
• Associate Programmer Analyst 
• Cosmetology Assistant 
• EOPS Specialist (Promotional) 
• Facilities Maintenance Supervisor (Promotional) 
• IA-English 
• Laboratory Technician – Broadcast Digital Media 
• Library Assistant 
• Media Resources Assistant 
• Personnel Technician 

86 

18 Personnel Commission Project Status Report 88 
 
 
 
 
Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 10 

Subject Certification of Seniority List:  
Instructional Computer Lab Technician-Digital Photography 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
As part of the continuing practice to update and maintain Seniority Lists for the District, we 
present the following seniority lists for approval: 
 

Instructional Computer Lab Technician-Digital Photography 
 
It is recommended that the Personnel Commission certify the seniority list effective 
August 16, 2023 
 
13.1.4 SENIORITY LISTS 

A. Seniority lists shall be prepared or updated for each class as necessary. When each list 
is initially established, it shall be approved by the Personnel Director and certified by the 
Personnel Commission before it is used. 
 
B. When a seniority list is initially established or updated, the list shall be made available 
to the employee(s) for review during a five (5) working day period before it is approved. 
 
C. During the prescribed review period, an employee who believes that an error has been 
made on his/her seniority computation shall notify the Personnel Director, who shall 
review the computations together with any additional information provided by the 
employee. The Personnel Director shall determine if a recomputation is appropriate and 
present an appropriate recommendation for action by the Personnel Commission. 
 
D. Seniority lists that are maintained will be available for inspection in the Classified 
Personnel Department. 
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Agenda Report Number 11 
Subject Ratification of Limited Term Assignments 
Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is requested to ratify the classification of the following Limited Term 
positions pursuant to Section [7.4.2(C)] of the Rules and Regulations of the Classified Service of 
the Santa Monica Community College District: 
 

Classification Department Effective Dates 
Student Services Clerk Admissions & Records 7/24/2023 to 6/28/2024 
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Agenda Report Number 12 
Subject Appointments to Limited Term Positions 
Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised that the following persons have been appointed to the 
following Limited Term positions from certified eligibility lists pursuant to Section [7.4.3(A)] of 
the Rules and Regulations of the Classified Service of the Santa Monica Community College 
District. 
 

Candidate Position Department Duration* Eligible List Date 

David Milano Student Services 
Clerk 

Admissions 
& Records 7/24/2023 to 6/28/2024 7/20/2016 

Kurtis Fujita Student Services 
Clerk 

Admissions 
& Records 7/24/2023 to 6/28/2024 12/15/2021 

*Not to exceed six (6) months or, in case of an appointment in lieu of an absent employee, is not 
to exceed the authorized absence of that employee. 
 
 
Reference Merit Rule 7.4.3 (A) –Eligibility for Appointment 
Limited term appointments shall be made from eligibility lists and employment lists in accordance 
with procedures for regular appointments. 
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Agenda Report Number 13 
Subject Appointments to Provisional Assignments 
Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
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* 

Justin Mayer Theatre Technical Specialist SMC Performing 
Arts 

7/24/2023 to 
6/30/2024 

Alexis Agolsove Theatre Technical Specialist SMC Performing 
Arts 

7/24/2023 to 
6/30/2024 

Johnnyangel Pineda Theatre Technical Specialist Facilities 7/10/2023 to 
6/30/2024 
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Agenda Report Number 14 
Subject Ratification of Working Out of Class and Limited Term Assignments 
Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 
It is recommended that the Personnel Commission approve the following working out of class 
and limited term assignment(s). 
 

I. Substitute Limited Term Assignment 
 

Name/Permanent Class Limited Term Assignment* Dates of Current Assignment 
Jorge Jimenez,  
Grounds Equipment Operator Irrigation Specialist 7/1/2023 to 7/31/2023 

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

II. Provisional Assignment 
 

Name/Permanent Class Provisional Assignment Dates of Current Assignment 
Jorge Jimenez,  
Grounds Equipment Operator Irrigation Specialist 8/1/2023 to 11/30/2023 

*Unless otherwise noted, WOC assignments are paid at 100%. 
**Pending PBAR approval. 
 
 
 
Merit Rule 3.2.10 Working Out of Class 
(Education Code Section 88010, 88087, 88106 - 88108) 
 
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. 
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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) 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) 
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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. 

 
Merit Rule 7.4 Limited Term (Temporary) Appointments (Education Code Section 88105) 
 
7.4.1     LIMITED TERM POSITIONS DEFINED 
 

A. Positions established to perform duties which are not expected to exceed 
six months in one fiscal year shall be designated as temporary limited-term 
positions. 

 
B. Positions established to replace temporarily absent employees shall be 
designated as substituted limited-term positions. 

 
7.4.2     PROCEDURE FOR ESTABLISHMENT OF LIMITED-TERM POSITIONS 
 

C. When a temporary or substitute limited-term position is established, the 
appointing authority shall notify the Director of Classified Personnel in writing of 
the hours, starting date, and probably length of the assignment.  Establishment of 
limited-term positions shall be subject to ratification by the Board of Trustees at 
their next regular meeting. 

 
D. Substitute limited-term appointments may be made for the duration of 
the absence of a regular employee but need not be for the full duration of the 
absence. The appointment may be in the same class as that of the absent 
employee or the duties may be reduced in level and the appointment may be 
made in a lower class.  The duration of the appointment shall not exceed the 
authorized dates of absence of the regular employee. 

 
7.4.3     ELIGIBILITY FOR APPOINTMENT 
 

A. Limited-term appointments shall be made from eligibility lists and 
employment lists in accordance with procedures for regular appointments. 

 
RECOMMENDATION 
 
It is recommended that the Personnel Commission approve the requests for working out of class 
and limited term assignments for the appropriate stipend as indicated under the above 
applicable sections of CSEA, Chapter 36, Article 11.7, and Merit Rules 3.2.10 and 7.4. 
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Agenda Report Number 15 

Subject Ratification of Meeting Minutes: 
Regular Meeting Minutes-July 20, 2023 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 

1. Regular Meeting Minutes-July 20, 2023 
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Agenda Report Number 16 

Subject 
Ratification of Eligibility Lists: 
Director of Facilities Programming (Promotional) 
Human Resources Specialist (Promotional) 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 

Classification 
Number of 

Promotional 
Candidates 

Total Number of 
Candidates Expiration Date 

Director of Facilities 
Programming (Promotional) 1 1 8/16/2024 

Human Resources Specialist 
(Promotional) 1 1 8/8/2024 
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Agenda Report Number 17 

Subject 

Extension of Eligibility Lists: 
• Accompanist-Music 
• Administrative Assistant III-Confidential 
• Associate Programmer Analyst 
• Cosmetology Assistant 
• EOPS Specialist (Promotional) 
• Laboratory Technician – Broadcast Digital Media 
• Library Assistant 
• Media Resources Assistant 
• Personnel Technician 

Date August 16, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission Office is requesting that the following eligibility list(s) be extended as 
indicated below: 

 

Classification 
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on 

List 

Proposed 
Expiration 

Date 
Accompanist – Music 
Performance 8/25/2023 8/25/2023 8 6 11/25/2023 

Administrative Assistant III – 
Confidential 3/9/2023 9/9/2023 6 4 12/9/2023 

Associate Programmer Analyst 3/30/2023 8/30/2023 6 4 11/30/2023 
Cosmetology Assistant 2/19/2023 8/17/2023 4 4 11/19/2023 
EOPS Specialist (Promotional) 8/31/2023 8/31/2023 5 4 12/31/2023 
Facilities Maintenance 
Supervisor (Promotional) 2/27/2023 8/27/2023 2 1 9/27/2023 

IA-English 4/18/2023 8/18/2023 11 8 11/18/2023 
Laboratory Technician – 
Broadcast Digital Media 8/23/2023 8/23/2023 5 3 11/23/2023 

Library Assistant 9/8/2023 9/8/2023 14 8 3/8/2024 
Media Resources Assistant 8/18/2023 8/18/2023 7 4 2/18/2024 
Personnel Technician 2/22/2023 8/22/2023 2 2 2/22/2024 

 
The Personnel Commission staff believes there are a sufficient number of available eligibles 
remaining to fill any future vacancies anticipated until the new proposed expiration dates. 
Merit Rule 6.2.3 (C) Duration of Eligibility List 
An eligibility list may be extended by the Personnel Commission for one or more periods, not to 
exceed a total of two years from the time the list was first established. The Director of the 
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Personnel Commission shall base their recommendation for extension of an eligibility list on the 
following factors: 
1.a sufficient number of available eligibles remain to fill expected future vacancies; 
2.the composition of the list reflects appropriate representation of ethnic minorities, 
underrepresented groups, or non-traditional candidates; 
3.the field of competition in the occupational area has not changed dramatically. 
 
RECOMMENDATION 
It is recommended that the Personnel Commission approve extending the eligibility list(s) shown 
above. 
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Agenda Report Number 18 
Subject Personnel Commission Project Status Report 
Date August 16, 2023 
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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III. Adjournment at 12:37 p.m. 

Disposition by the Commission 
Motion Made By   Deborah Jansen 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
  

Weekday Month Day Year Time Venue 

Wednesday September 20 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117  

Wednesday October 18 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday November 15 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday December 20 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday January 17 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday February 21 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday March 20 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday April 17 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday May 15 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Thursday June 20 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

 
As required by law, the agenda for the August 16, 2023, 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.  
 


