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Public Session: 12:00 p.m. 
I. Organizational Functions 

A.Call to Order 
B.Roll Call 

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

II. Director’s Report 
 
Classification Studies 
We are bringing forward recommendations for four classification revisions. All of these are a part 
of our cyclical reviews.  
We currently have 58 classification reviews that are part of our cyclical studies, and six additional 
reviews that are part of our Ad Hoc Studies. Studies in process that are outside of our cyclical 
reviews include requests for two new classifications, two position reviews for possible 
reclassification, one classification revision, and one request for salary review of an individual 
classification.  
 
Recruitment 
Personnel Commission staff is bringing forward one eligibility list for approval today.  We 
currently have four recruitments in process, four recruitments on hold, and three new 
recruitments which are upcoming.   
 
Merit Rules Advisory Committee Update 
The Merit Rules Advisory Committee is bringing forward today recommendations for revisions to 
Merit Rule 6.3.15 for a first reading. Merit Rule 6.3.15 covers Certification of Names for 
Differential Compensation. 
We are still in the process of reviewing Chapter 11, which covers Vacations, Leaves of Absence, 
and Holidays. 
 
District Budget Update 
There are no additional District Budget updates as of the submission of this report. However, 
further updates will likely be made public on or before March 19, 2025. 
 
III. Public Comments: Non-Actionable Items from those in attendance. 

A.Longevity – March 2025 
5 YEARS 
Travis Grant, Administrative Assistant I, Academic Affairs 
David Hall, Career Education Specialist, Strong Workforce 
Christina Marcial, Administrative Assistant II, Community & Academic Relations 
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Mauricio Rosales, Grounds Equipment Operator, Grounds 
Ranon Ruff, Custodian, Operations 
Marco Zetina, Lead Custodian, Operations 
 
10 YEARS 
Cleve Barton, Student Communications Coordinator, Enrollment Services 
 Dr. Esau Tovar, Jose G. Hernandez & Michael Dammer praised and congratulated Cleve. 
Michael Dammer, Senior Enrollment Services Specialist, Admissions & Records 

Dr. Tovar, Jose G. Hernandez, J.R. Stevenson & Cleve Barton praised and congratulated    
Michael. 

Melvin Kennard, Veterans’ Resource Specialist, Veterans Success Center 
Keyang Li, Instructional Tutor-Math, Supplemental Instruction 
 Wendi DeMorst praised and congratulated Keyang. 
Olinka Rodriguez, Administrative Assistant III-Confidential, Business/Administration 
Donnell Swanson, Reprographics Technician, Reprographics 
Brian Van Norton, Disabled Student Services Assistant,Center for Students with Disabilities 
 Denise Henninger praised and congratulated Brian. 
 
15 YEARS 
Joan Kang, Senior Career Services Advisor, Career Services Center 

Dr. Esau Tovar, Vanan Yaunian & Kiersten Elliott praised and congratulated Joan in 
person.  Emails and comments were received from Kristina Garcia, Dr. Janet Robinson, 
Denise Kinsella, Jose Cue, Sara Kurtoic and Timothy Dong. 

Yuriy Karpman, Information Systems Engineer, Network Services 
 
25 YEARS 
Jennifer Jones, Police Services Assistant, Santa Monica College Police Department 

Captain Kevin Kilgore, who read a statement on behalf of Chief Adams, Sergeant Chiquita 
Brown and Sergeant Sonya Patterson praised and congratulated Jennifer. 
 
B.Comments from the Vice President of Human Resources 
No Comments. 
C.Comments from the President of CSEA 
Martha Romano spoke on behalf of Cindy Ordaz to congratulate Longevity recipients. 
D.Comments from the President of Management Association 
Scott Silverman spoke to thank Classified staff and congratulate Longevity recipients. 
E.Comments from Personnel Commission Staff 
No Comments. 
F.Comments from the Personnel Commissioners 
No Comments. 
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IV.Agenda Reports: Major Items of Business 
Report 

Number Subject Page 
Number 

1 
First Reading of Amendment   
to Rules and Regulations of the Classified Service:  
Merit Rule 6.3.15 No Action To Be Taken  

4 

2 Update on Cyclical Classification Studies 5 
3 Classification Description Revisions: Mail Services Worker I 8 
4 Classification Description Revisions: Mail Services Worker II 16 

5 Classification Description Revisions:  
Warehouse and Mail Services Manager 25 

6 Classification Description Revisions and Salary Reallocation:  
Disabled Student Services Assistant 36 

 
V.Consent Agenda  

Report 
Number Subject Page 

Number 
7 Examination Schedule 46 
8 Ratification of Eligibility Lists 47 
9 Extension of Eligibility Lists 48 

10 Ratification of Working Out of Class and  
Internal Limited Term Assignments 49 

11 Appointments to Provisional Assignments 51 
12 Ratification of Limited Term Assignments 52 
13 Appointment to Limited Term Assignments 53 
14 Ratification of Meeting Minutes 54 
15 Personnel Commission Project Tracking 55 

VI. Closed Session 
 
Pursuant to GC 54957 –  
Public employee appointment, employment, evaluation of performance, discipline, or dismissal  
 
 
VII.Adjournment 
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Agenda Report Number  1 
Subject  First Reading of Amendment   

to Rules and Regulations of the Classified Service:  
Merit Rule 6.3.15 
No Action To Be Taken  

Date  March 19, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
  
Proposed changes to Merit Rule 6.3.15 are attached for a First Reading.    
Recommendations were developed with input from the Merit Rules Advisory Committee.   
The goals of these changes include updating and clarifying processes, and ensuring language is in 
compliance with relevant laws and applicable bargaining agreements.  
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Agenda Report Number 2 
Subject Advisory Item: Update on Cyclical Classification Studies 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Current Reviews – Status Update 
The following calendar displays the list of all classification studies which the Personnel 
Commission approved for review during this current fiscal year. This calendar was approved at 
our meeting on September 18, 2024. 

 
 
The following chart displays the current status of all reviews shown above: 
 

Month Job Discipline Status Notes 
October 2024 Facilities Operations - 

Grounds 
In Process Temporarily on hold after shooting 

incident; CSEA has now requested 
additional time for staff to complete and 
submit PDQs  

 Transportation On Hold Stakeholder Review 
 Warehouse 

Manager/ Mail 
Services 

Agendized   

 Receiving/Lead 
Receiving Workers 

On Hold Stakeholder Review 

January 2025 Facilities Operations - 
Custodial 

In Process CSEA has requested additional time for 
staff to complete and submit PDQs 

Classification Review Timeline by Job Discipline
2024-25

• Major changes or inaccuracies in duties
• Last date of previous studies
• Previous applicable studies
• Scope of resources required

FACTORS
CONSIDERED IN

SCHEDULING
STUDIES:

October
•Facilities Operations -

Grounds
•Transportation
•Warehouse & Mail

January
•Facilities Operations

(Cont’d)- Custodial
•Information Technology
•Purchasing
•Campus Store

•Information Technology
(Cont’d)

•Reprographics
•Student Services

March
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 Information 
Technology (Phase 1) 

In Process  

 Purchasing In Process Employees requested additional time to 
complete and submit PDQs 

 Campus Store In Process Employees requested additional time to 
complete and submit PDQs 

March 2025 Information 
Technology (Phase 2) 

Upcoming Orientation to be scheduled in the next 
few weeks 

 Reprographics Upcoming Orientation to be scheduled in the next 
few weeks  

 Student Services Upcoming Orientation to be scheduled in the next 
few weeks 

   
Process Management 
The chart below outlines each step in the cyclical review process.  
 

 
 
 
Personnel Commission staff makes every effort to balance our goals for cycle time efficiency with 
project transparency, ensuring stakeholders have a solid understanding of their role in the 
process, and providing them with appropriate feedback opportunities prior to agendizing our 
final recommendations.  
 
Personnel Commission staff will begin their review at Step 4, once PDQ’s are received from both 
management and staff. While tentative deadlines for PDQ submission are provided, our staff will 
frequently allow for extensions if requested by the employees being reviewed, or by CSEA. Our 

S
T

E
P

 1 NOTIFICATION
Notify
executive
administrators,
supervisors,
and union reps
for jobs to be
reviewed.

S
T

E
P

 2 ORIENTATION
Conduct
employee and
manager
orientations.

S
T

E
P

 3 EMPLOYEE
PDQs
Incumbents
submit PDQs
and request
position reviews
if needed.

S
T

E
P

 4 PDQ
REVIEWS
Review PDQs
and conduct
job audits if
needed.

S
T

E
P

 5 MANAGER
INPUT
Review
description with
supervisor.

S
T

E
P

 6 ADDITIONAL
DATA
GATHERING &
ANALYSIS
Finalize market
survey and job
analysis. Draft
revisions.

S
T

E
P

 7 DEPARTMENT
REVIEW
Review
description with
supervisor and
area VP.

S
T

E
P

 8 FISCAL
IMPACT
APPROVAL
Send results to
the President,
VP of Business
and VP of HR
for approval.

S
T

E
P

 9 UNION REVIEW
Send results
for union input.

S
T

E
P

 1
0 EMPLOYEE

REVIEW
Notify
incumbents of
results &
review rights.

FINAL STEP
Agenda report with recommendations presented to the PC and the Board for approval.

Cyclical Review Process
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staff ends the bulk of their review at Step 8, when the recommendations are submitted to each 
stakeholder group for review. While we initially provide five days for each group of stakeholders 
to complete their reviews, these periods may be extended if requested by incumbents, CSEA, or 
District management.   
 
 
 
 
Commissioner Abbot asked Director Long if the Personnel Commission is “on-track”.  Director 
Long confirmed being “on track” with originally proposed studies.   
 
She stated that obtaining input from stakeholders while completing studies is part of our 
standard process. 
 
Director Jansen asked how many stakeholder groups must review the work prior to moving 
forward in a cycle.  Director Long confirmed 4 groups. 
 
Commissioner Abbott requested a status update on the cyclical reviews for KCRW.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agenda Report Number 3 
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Subject Classification Description Revisions: Mail Services Worker I 
Cyclical Review 

Date March 19, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Julia Avichouser, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Mail Services Worker I. 
 
As part of the cyclical review process, we are reviewing classifications in the Warehouse & Mail 
Services job discipline. The mailroom is located on the main campus and provides a full range of 
mail services to the college community, including receiving, sorting, and delivering U.S. mail, 
international mail, parcel post packages and inter-office mail for campus employees. 
 
The Mail Services Worker I classification was established in May 2017. This classification has not 
been revised since its establishment. This position was established as a result of the 2017 cyclical 
review study, in order to serve as an entry point into the Mail Services series. There is currently 
one permanent incumbent in this classification.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Warehouse & Mail classifications and CSEA were invited to participate in a class study 
orientation on October 30, 2024, to discuss the purpose of the study, methodology, timelines, 
possible outcomes and implications, and frequently asked questions. The incumbents in this job 
discipline were requested to complete Position Description Questionnaires (PDQs) by November 
13, 2024. Manager orientations were scheduled on October 29, 2024. 
 
Personnel Commission staff consulted with Lisa Davis, Warehouse & Mail Services Manager, to 
discuss the classification description. In addition, the supervisor was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Description revisions proposed to clarify duties assigned and distinguishing 
characteristics. 
 
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 data gathered, class description revisions are being proposed to clarify duties, 
knowledge, skills and abilities.  
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A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement as at least 30% of surveyed jobs must be matched. Comparable agencies often 
utilized roles that combined mail functions with warehouse and/or reprographics. As a result, 
salary review is based on internal comparison of similar roles such as the Receiving, Stockroom 
and Delivery Worker. The Receiving, Stockroom and Delivery Worker salary survey had sufficient 
market data that exceeded the District’s 70th percentile target. Using the Receiving, Stockroom 
and Delivery Worker as an anchor, and considering job factor levels, minimum qualifications, and 
salary differentials across the job discipline, it is recommended to keep the current pay structure 
for the warehouse & mail services jobs. As such, it is recommended to have salary placement for 
this role remain at Range 21. 
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 

JOB TITLE RANGE MIN  MAX  % DIFF BETWEEN 
LEVELS 

Warehouse & Mail Services 
Manager M12 $7,050 $8,569 28.98% 

Lead Receiving, Stockroom and 
Delivery Worker 31 $5,466 $6,643 10.25% 

Receiving, Stockroom and 
Delivery Worker 27 $4,958 $6,026 5.00% 

Mail Services Worker II 25 $4,722 $5,739 10.25% 
Mail Services Worker I 21 $4,283 $5,206 0.00%  

 
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 classification description 
revisions for Mail Services Worker I. 

Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Joy Abbott 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 4 
Subject Classification Description Revisions: Mail Services Worker II 

Cyclical Review 
Date March 19, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Julia Avichouser, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Mail Services Worker II. 
 
As part of the cyclical review process, we are reviewing classifications in the Warehouse & Mail 
Services job discipline. The mailroom is located on the main campus and provides a full range of 
mail services to the college community, including receiving, sorting, and delivering U.S. mail, 
international mail, parcel post packages and inter-office mail for campus employees. 
 
The Mail Services Worker II classification was established in June, 1977 as “Mail Clerk”. This 
classification has been revised five times since its establishment. The most recent revision was 
approved in May 2017, as part of the cyclical review process. There is currently one permanent 
incumbent in this classification.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Warehouse & Mail classifications and CSEA were invited to participate in a class study 
orientation on October 30, 2024, to discuss the purpose of the study, methodology, timelines, 
possible outcomes and implications, and frequently asked questions. The incumbents in this job 
discipline were requested to complete Position Description Questionnaires (PDQs) by November 
13, 2024. Manager orientations were scheduled on October 29, 2024. 
 
Personnel Commission staff consulted with Lisa Davis, Warehouse & Mail Services Manager, to 
discuss the classification description. In addition, the supervisor was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Description revisions proposed to clarify duties assigned and distinguishing 
characteristics. 
 
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 data gathered, class description revisions are being proposed to clarify duties, 
knowledge, skills and abilities.  
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A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement as 30% of surveyed jobs must be matched. Comparable agencies often utilized roles 
that combined mail functions with warehouse and/or reprographics. As a result, salary review is 
based on internal comparison of similar roles such as the Receiving, Stockroom and Delivery 
Worker. The Receiving, Stockroom and Delivery Worker salary survey had sufficient market data 
that exceeded the District’s 70th percentile target. Using the Receiving, Stockroom and Delivery 
Worker as an anchor, and considering job factor levels, minimum qualifications, and salary 
differentials across the job discipline, it is recommended to keep the current pay structure for 
the warehouse & mail services jobs. As such, it is recommended to have salary placement for this 
role remain at Range 25. 
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN  MAX  % DIFF BETWEEN 
LEVELS 

Warehouse & Mail Services 
Manager M12 $7,050 $8,569 28.98% 

Lead Receiving, Stockroom and 
Delivery Worker 31 $5,466 $6,643 10.25% 

Receiving, Stockroom and 
Delivery Worker 27 $4,958 $6,026 5.00% 

Mail Services Worker II 25 $4,722 $5,739 10.25% 
Mail Services Worker I 21 $4,283 $5,206 0.00%  

 
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 classification description 
revisions for Mail Services Worker II.  
 

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

Warehouse and Mail Services Manager 
Cyclical Review 

Date March 19, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Julia Avichouser, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Warehouse and Mail Services 
Manager. 
 
As part of the cyclical review process, we are reviewing classifications in the Warehouse & Mail 
job discipline. The centralized warehouse is responsible for the receipt, inspection, and delivery 
of goods throughout the main campus and satellite campuses. The mailroom provides a full 
range of mail services to the college community. 
 
The Warehouse and Mail Services Manager classification was established in October 1987. This 
classification has been revised five times since its establishment. The most recent revision was 
approved in May 2024, when the Department requested an ad hoc study to add revisions to the 
description, including adding oversight of fixed asset record maintenance, inventory, tagging, 
and disposal. There is currently one permanent incumbent in this classification.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. Manager orientations 
were scheduled on October 29, 2024, to discuss the purpose of the study, methodology, 
timelines, possible outcomes and implications, and frequently asked questions. The incumbent in 
this job discipline was requested to complete Position Description Questionnaires (PDQs) by 
November 13, 2024.  
 
Personnel Commission staff consulted with Nyla Cotton, Director of Procurement, Contracts & 
Logistics, to discuss the classification description. In addition, the supervisor was requested to 
complete a duty analysis worksheet by rating the frequency and criticality of each duty in the 
current class description. Description revisions were proposed to clarify duties assigned and 
distinguishing characteristics. 
 
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 data gathered, minor class description revisions are being proposed to clarify duties. 
 
A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement as at least 30% of surveyed jobs must be matched. Comparable agencies differed in 
organizational structure, variability of functions and level of duties. Most agencies did not have a 
manager role over fixed asset management, warehouse and mail services collectively, or 
included other combinations of functions such as reprographics, switchboard, purchasing, or 
recycling. Somewhat similar jobs in the market included the following:  

• Long Beach City College – Warehouse & Logistics Manager overseeing reprographics and 
inventory management ($6,508-$8,868 per month) 

• Riverside Community College District – Warehouse Supervisor with similar warehouse 
receiving and delivery oversight for multiple colleges ($7,203-$8,770 per month) 

 
Considering job factor levels, minimum qualifications, and salary differentials across the job 
discipline, as well as the market comparables listed above, it is recommended that salary 
placement for this role remain at M12. 
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN  MAX  % DIFF BETWEEN 
LEVELS 

Director of Procurement, 
Contracts & Logistics M32 $11,483 $13,958 62.88% 

Warehouse & Mail Services 
Manager M12 $7,050 $8,569 28.98% 

Lead Receiving, Stockroom 
and Delivery Worker 31 $5,466 $6,643 10.25% 

Receiving, Stockroom and 
Delivery Worker 27 $4,958 $6,026 5.00% 

Mail Services Worker II 25 $4,722 $5,739 10.25% 
Mail Services Worker I 21 $4,283 $5,206 0.00%  

 
Cyclical review results have been sent to the incumbent, Department Management, Business 
Services, Human Resources, and executive leadership.  
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RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions for Warehouse & Mail Services Manager. 
 

Disposition by the Commission 
Motion Made By Deborah Jansen 
Seconded By Lawrence Leone 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 6 
Subject Classification Description Revisions and Salary Reallocation: 

Disabled Student Services Assistant 
Cyclical Review 

Date March 19, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Julia Avichouser, Personnel Analyst 

 
BACKGROUND 
Attached for your approval are recommendations for the classification revisions and salary 
reallocation for Disabled Student Services Assistant. As part of the cyclical review process, we are 
reviewing the last job classifications in the Instructional Assistance job discipline for this cycle of 
reviews, which includes the Disabled Student Services Assistant classification. The Disabled 
Student Services Assistant performs general clerical and receptionist duties for DSPS, as well as 
provides a variety of support services to assist students with disabilities.   
 
This classification was established in February 2008 and has been revised several times since its 
establishment. The most recent revision was approved in June 2016. There are currently four 
incumbents in this classification.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. Incumbents and 
CSEA were invited to participate in a class study orientation on May 10, 2023, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions. Incumbents were asked to complete a Position Description Questionnaire by 
June 2, 2023.  
 
Personnel Commission staff consulted with Denise Henninger, Disabled Student Programs and 
Services Manager, to discuss the classification description. The manager was requested to 
complete a duty analysis worksheet by rating the frequency and criticality of each duty in the 
current class description. Additionally, revisions are proposed to clarify essential duties assigned 
and knowledge and abilities required for the job to more accurately reflect the nature of the 
work required.   
  
Additionally, a job evaluation and an external salary survey of standard benchmark agencies was 
conducted. Salary data was gathered based on the comparison of positions with the level of 
duties and responsibilities most similar to the subject position.  
 
RESULTS 
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed. Additional minor changes serve to clarify the 
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concept of the class, essential duties, KSAs (knowledge, skills and abilities) and minimum 
qualifications.  
 
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement as at least 30% of surveyed jobs must be matched. Benchmark agencies differed in 
scope of work and level of duties performed. As a result, salary recommendation is based on 
internal comparison of similar roles such as the Student Services Clerk.  
 
SALARY ALLOCATION 
It is recommended that salary for the Disabled Student Services Assistant be reallocated from 
Range 21 to Range 23 on the Classified Employee Salary Schedule, a 5% increase. Based on job 
analysis findings, the Disabled Student Services Assistant is an entry level classification similar to 
the Student Services Clerk in the level of work and minimum requirements.  
See comparison table with similar roles and current pay structure.  
 

JOB TITLE RANGE MIN  MAX  % DIFF BETWEEN 
LEVELS 

DSPS Specialist 34 $5,876 $7,143 18.52% 
Student Services Assistant 27 $4,958 $6,026 10.25% 
Student Services Clerk 23 $4,497 $5,466 0.00% 
Disabled Student Services Assistant 
(Proposed) 23 $4,497 $5,466 5.00% 

Disabled Student Services Assistant 
(Current) 21 $4,283 $5,206   

 
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 classification description 
revisions and salary reallocation for Disabled Student Services Assistant. 
FROM:   Range 21 - Classified Employee Salary Schedule 
TO:   Range 23 - Classified Employee Salary Schedule 
 

Disposition by the Commission 
Motion Made By Deborah Jansen 
Seconded By Joy Abbott 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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V.Consent Agenda  

Report 
Number Subject Page 

Number 
7 Examination Schedule 46 
8 Ratification of Eligibility Lists 47 
9 Extension of Eligibility Lists 48 

10 Ratification of Working Out of Class and  
Internal Limited Term Assignments 49 

11 Appointments to Provisional Assignments 51 
12 Ratification of Limited Term Assignments 52 
13 Appointment to Limited Term Assignments 53 
14 Ratification of Meeting Minutes 54 
15 Personnel Commission Project Tracking 55 

 
Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Lawrence Leone 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number  7 
Subject Exam Schedule 
Date  March 19, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
It is recommended that the Personnel Commission approve the following examination schedule. 
 

Class Title Field of Competition Time 
Director of Human Resources Promotional and Open Competitive 3 weeks 
Grounds Manager Merged Promotional and Open Competitive 3 weeks 
Mail Services Worker II Promotional 3 weeks 
Shuttle Driver Promotional 3 weeks 
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Agenda Report Number  8 
Subject Ratification of Eligibility Lists 
Date  March 19, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
It is recommended that the Personnel Commission ratify the following eligibility lists. 
 

Classification  
Number of 

Promotional 
Candidates 

Total Number of 
Candidates Expiration Date 

Program Specialist 0 2 9/4/2025 
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Agenda Report Number  9 
Subject Extension of Eligibility Lists 
Date  March 19, 2025 
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 be extended as 
listed below:     
 

Classification 
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on 

List 

Proposed 
Expiration 

Date 
Accounting Specialist 10/9/2024 4/9/2025 6 4 7/9/2025 
Mail Services Worker I 4/9/2025 4/9/2025 16 6 10/9/2025 
Student Judicial Affairs Specialist 
(Promotional) 4/8/2025 4/8/2025 2 2 7/20/2025 

Student Judicial Affairs Specialist 
(Open) 4/8/2025 4/8/2025 4 4 7/20/2025 

  
The Personnel Commission staff believes there are a sufficient number of available eligibles 
remaining to fill any future vacancies anticipated through the proposed expiration date.  
  
Merit Rule 6.2.3 (C) Duration of Eligibility List   
 6.2.3 (C)    
  
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 personnel Director 
shall base his/her recommendation for extension of an eligibility list on the following factors:  
 
a sufficient number of available eligibles remain to fill expected future vacancies;   
the composition of the list reflects appropriate representation of ethnic minorities,  
underrepresented groups, or non-traditional candidates;  
the field of competition in the occupational area has not changed dramatically.  
   
RECOMMENDATION  
It is recommended that the Personnel Commission approve extending the eligibility lists shown 
above. 
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Agenda Report Number  10 
Subject  Ratification of Working Out of Class and  

Internal Limited Term Assignments 

Date  March 19, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
It is recommended that the Personnel Commission approve the following provisional working 
out of class assignments.  
 

I. Provisional Working out of Class Assignment    

Name/Permanent Class Provisional WOC Assignment* Dates of Current Assignment 
Sergio Cardenas, 
Grounds Worker Grounds Manager 03/03/2025 to 06/30/2025 

Randy Bruner, 
Mail Service Worker I Mail Service Worker II 4/1/2025 to 6/30/2025 

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

II. Extension to Provisional Working out of Class Assignment     

Name/Permanent Class Limited Term Assignment* Dates of Current 
Assignment Extended Dates 

Pier Johnson-Bruce 
Mail Service Worker II Shuttle Driver 11/1/2024 to 3/6/2025 3/7/2025 to 4/17/2025 

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

III. Extension to Substitute Limited Term Assignment     

Name/Permanent Class Limited Term 
Assignment* Dates of Current Assignment Extended Dates 

James Stevenson, 
Academic Records 

Evaluator 
EOPS Specialist 

8/26/2024 to 12/23/2024; to 
1/2/2025 to 1/8/2025 

(Provisional) 
1/9/2025 to 3/1/2025 

(Limited Term) 

3/2/2025 to 
6/30/2025 

Terry Kamibayashi, 
Director of Facilities 

Maintenance 

Director of Facilities and 
Maintenance Operations 11/21/2024 to 3/31/2025 4/1/2025 to 

6/30/2025 

Luis Gallego, 
Receiving, Stockroom, 
and Delivery Worker 

Administrative Assistant II 12/9/2024 to 3/31/2025 4/1/2025 to 
6/30/2025 

*Unless otherwise noted, WOC assignments are paid at 100%.  
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3.2.10 CONCEPT OF WORKING OUT OF CLASSIFICATION 
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. 
 
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. 
 
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 
The Director of the Personnel Commission will advise the Office of Human Resources of the 
findings and shall present those findings, including the recommended pay 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 
11.7.1 Definition: 
Working out of classification assignments shall not exceed a period of ninety (90) working days 
per fiscal year and no more than ninety (90) days in any one hundred eighty (180) day period. 
11.7.3  Compensation: 
a. In the event that an employee is assigned duties at a higher classification as defined above and 
those duties make up at least fifty percent (50%) of the employee’s daily assignments, the 
employee salary shall be adjusted as set forth in Section 11.4.1. 
b. If those duties make up less than fifty percent (50%) of the employee’s daily assignment, the 
District shall pay the employee equal to one half (1/2) of the stipend that would have been paid 
under sub division a (above) 
11.4   Salary on Promotion 
11.4.1 When an employee is promoted to a position in a higher salary range, he/she shall 
receive the next higher dollar amount above his/her present rate of pay, but not less than the 
minimum of the new salary range.  If that amount is less than a one-step (5%) increase, the 
employee shall be placed at the next higher step over that authorized above. 
 
RECOMMENDATION 
It is recommended that the Personnel Commission approve the requests for working out-of-class 
for the appropriate stipend as indicated under subdivision a of CSEA, Chapter 36, Article 
11.7.3.b. (above). 
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Agenda Report Number 11 
Subject Appointments to Provisional Assignments 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

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

Candidate Position Department Duration 

Philip Salazar Instructional Tutor-ESL ESL 3/10/2025-6/30/2025 
Andres Carey-
Zuniga 

Theater Technical 
Specialist Facilities 2/26/2025-6/30/2025 

Nonna Ter-
Avanesova Accompanist-Dance Dance 1/1/2025-6/30/2025 

Malick Sow Accompanist-Dance Dance 1/1/2025-6/30/2025 
Gnenemon Soro Accompanist-Dance Dance 1/1/2025-6/30/2025 
Alla Plotkin Accompanist-Dance Dance 1/1/2025-6/30/2025 
Matthew Mallinger Accompanist-Dance Dance 1/1/2025-6/30/2025 
John Carbone Accompanist-Dance Dance 1/1/2025-6/30/2025 

Robert S. Wimley Mail Services Worker II 
Procurement, 
Contracts & 

Logistics 
11/12/2024-4/2/2025 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
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Agenda Report Number 12 
Subject Ratification of Limited Term Assignments 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Tatiana Morrison, Personnel Technician 
 
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 
Bookstore Clerk/Cashier  Bookstore 1/2/2025-6/30/2025 
Bookstore Clerk/Cashier  Bookstore 1/2/2025-6/30/2025 
Customer Services Assistant Bookstore 1/2/2025-2/28/2025 
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Agenda Report Number 13 
Subject Appointment to Limited Term Assignments 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Tatiana Morrison, Personnel Technician 
 
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: 
 

Candidate Classification Department Effective Dates 
Lucy Garcia Bookstore Clerk/Cashier Bookstore 1/2/2025-6/30/2025 
Tony Chang Bookstore Clerk/Cashier Bookstore 1/2/2025-6/30/2025 
Michael Beck  Customer Services Assistant Bookstore 1/2/2025-2/28/2025 
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Agenda Report Number 14 
Subject Ratification of Meeting Minutes 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Tatiana Morrison, Personnel Technician 
 
It is recommended that the Personnel Commission ratify the following meeting minutes: 
 

1. 2-19-2025 Regular Meeting 
2. 2-26-2025 Special Meeting 
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Agenda Report Number 15 
Subject Personnel Commission Project Tracking 
Date March 19, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Classification and Compensation 

Job Title Type of Request Assigned 
to 

Project Start 
Date 

Date 
Completed Progress 

Asset Manager Cyclical Review OV 1/30/2025  Research & 
Planning 

Assistant Director of Facilities 
Operations Cyclical Review JG 2/25/2025  Upcoming 

Bookstore Clerk/Cashier Cyclical Review AF 2/19/2025  Research & 
Planning 

Buyer I Cyclical Review OV 1/30/2025  Research & 
Planning 

Buyer II Cyclical Review OV 1/30/2025  Research & 
Planning 

Campus Store Assistant 
Manager Cyclical Review AF 2/19/2025  Research & 

Planning 

Campus Store Manager Cyclical Review AF 2/19/2025  Research & 
Planning 

Campus Store Operations 
Assistant Cyclical Review AF 2/19/2025  Research & 

Planning 
Campus Store Operations 
Coordinator Cyclical Review AF 2/19/2025  Research & 

Planning 

Course Materials Buyer Cyclical Review AF 2/19/2025  Research & 
Planning 

Custodial Operations Manager Cyclical Review JG 2/25/2025  Research & 
Planning 

Custodial Operations 
Supervisor Cyclical Review JG 2/25/2025  Research & 

Planning 

Custodian Cyclical Review JG 2/25/2025  Research & 
Planning 

Customer Services Assistant Cyclical Review AF 2/19/2025  Research & 
Planning 

Director of Facilities 
Operations Cyclical Review JG 2/25/2025  Research & 

Planning 

Director of Network Services Cyclical Review JL 2/25/2025  Research & 
Planning 
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Job Title Type of Request Assigned 
to 

Project Start 
Date 

Date 
Completed Progress 

Director of Procurement, 
Contracts & Logistics Cyclical Review OV 1/30/2025  Research & 

Planning 
Disabled Student Services 
Assistant Cyclical Review JA 6/2/2023 1/16/2024 PC Agenda 

Grounds Equipment Operator Cyclical Review JG 12/4/2024  Research & 
Planning 

Grounds Manager Cyclical Review JG 12/4/2024  Research & 
Planning 

Grounds Supervisor Cyclical Review JG 12/4/2024  Research & 
Planning 

Grounds Worker Cyclical Review JG 12/4/2024  Research & 
Planning 

Information Systems 
Administrator Cyclical Review JL 2/19/2025  Research & 

Planning 

Information Systems Engineer Cyclical Review JL 2/19/2025  Research & 
Planning 

Instructional Media Specialist Salary 
Reallocation OV 10/11/2023  Research & 

Planning 
Instructional Services Manager New Class OV   Upcoming 

Irrigation Systems Specialist Cyclical Review JG 12/4/2024  Research & 
Planning 

KCRW Radio Media and Public 
Relations Officer Cyclical Review JA 6/7/2024  Hold 

KCRW Radio Programming 
Assistant Cyclical Review JA 6/7/2024  Development 

KCRW Radio Programming 
Technician Cyclical Review JA 6/7/2024  Hold 

KCRW Radio Services Assistant Cyclical Review JA 6/7/2024  Hold 
KCRW Radio Station Assistant 
Director Cyclical Review JA 6/7/2024  Hold 

KCRW Radio Station Assistant 
Engineer Cyclical Review JA 6/7/2024  Hold 

KCRW Radio Station Director Cyclical Review JA 6/7/2024  Development 

KCRW Radio Station Engineer Cyclical Review JA 6/7/2024  Research & 
Planning 

KCRW Radio Station 
Operations Manager Cyclical Review JA 6/7/2024  Development 

KCRW Radio Station Recording 
Engineer Cyclical Review JA 6/7/2024  Research & 

Planning 
KCRW Radio Subscription 
Services Senior Specialist Cyclical Review JA 6/7/2024  Hold 
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Job Title Type of Request Assigned 
to 

Project Start 
Date 

Date 
Completed Progress 

KCRW Radio Website News 
Producer Cyclical Review JA 6/7/2024  Hold 

Lead Custodian Cyclical Review JG 2/25/2025  Research & 
Planning 

Lead Receiving, Stockroom & 
Delivery Worker Cyclical Review JA 11/13/2024 2/13/2025 Stakeholder 

Review 
Mail Services Worker I Cyclical Review JA 11/13/2024 2/13/2025 PC Agenda 
Mail Services Worker II Cyclical Review JA 11/13/2024 2/13/2025 PC Agenda 

Media Resources Assistant Position Review OV 3/7/2025  Research & 
Planning 

Media Resources Assistant  Description 
Revision OV 1/15/2025 2/6/2025 Post Approval 

Merchandising Buyer Cyclical Review AF 2/19/2025  Research & 
Planning 

Network Administrator Cyclical Review JL 2/19/2025  Research & 
Planning 

Network Analyst Cyclical Review JL 2/19/2025  Research & 
Planning 

Network Communications 
Technician I Cyclical Review JL 2/25/2025  Research & 

Planning 
Network Communications 
Technician II Cyclical Review JL 2/25/2025  Research & 

Planning 
Network Communications 
Technician III Cyclical Review JL 2/25/2025  Research & 

Planning 

Network Engineer Cyclical Review JL 2/19/2025  Research & 
Planning 

Network Services Manager Cyclical Review JL 2/25/2025  Research & 
Planning 

New Community & Aca 
Relations-TBD  New Class OV 2/5/2025  Research & 

Planning 

Property Clerk Cyclical Review OV 1/30/2025  Research & 
Planning 

Radio Engineer Manager Cyclical Review JA 6/7/2024  Hold 
Receiving, Stockroom & 
Delivery Worker Cyclical Review JA 11/13/2024 2/13/2025 Stakeholder 

Review 
Recycling Program Specialist Cyclical Review JG   Upcoming 

Senior Buyer Cyclical Review OV 1/30/2025  Research & 
Planning 

Senior Career Services Advisor Position Review AF 6/11/2024 1/21/2025 Stakeholder 
Review 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, March 19, 2025 

 
 

58 

Job Title Type of Request Assigned 
to 

Project Start 
Date 

Date 
Completed Progress 

Senior Grounds Equipment 
Operator Cyclical Review JG 12/4/2024  Research & 

Planning 
Senior Technology User 
Support Specialist Cyclical Review JL 11/3/2023  Upcoming 

Shuttle Driver Cyclical Review TM 11/15/2024 2/13/2025 Stakeholder 
Review 

Transportation Operations 
Coordinator Cyclical Review TM 11/15/2024 2/13/2025 Stakeholder 

Review 
Warehouse & Mail Services 
Manager Cyclical Review JA 11/13/2024 2/18/2025 PC Agenda 
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Recruitment 
Work item Assigned to Open Date Close Date Progress 
Case Manager OV   Upcoming 
Community College Police 
Officer JG 10/30/2023  Administration 

Custodial Operations 
Manager JG   Hold 

Custodian JG   Hold 
Director of Human Resources JL 3/11/2025 3/31/2025 Administration 
Electrician AF   Hold 
Grounds Manager JG   Hold 
Lead Custodian TM 2/7/2025 3/3/2025 Administration 
Program Specialist OV 12/20/2024 1/21/2025 PC Agenda 
Shuttle Driver TM 3/10/2025 3/28/2025 Administration 
Theatre Technical Specialist 
(Cont.) TM 10/15/2021  Administration 
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VI. Closed Session Start Time: 1:15PM 
 
Disposition by the Commission 
Motion Made By   Lawrence Leone 
Seconded By   Joy Abbott 
Ayes   4 
Nays   0 
Abstentions   0 
Amendments/Comments    
 
 
Pursuant to GC 54957 –  
Public employee appointment, employment, evaluation of performance, discipline, or dismissal  
 
Nothing to report. 
 
Closed Session End Time: 2:28PM 
Disposition by the Commission 
Motion Made By   Deborah Jansen 
Seconded By   Joy Abbott 
Ayes   3 
Nays   0 
Abstentions   1 

Amendments/Comments  Commissioner Leone departed during Closed 
Session. 
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VII.Adjournment at 2:30p.m. 
 
Disposition by the Commission 
Motion Made By   Joy Abbott 
Seconded By   Deborah Jansen 
Ayes   3 
Nays   0 
Abstentions   0 
Amendments/Comments   Commissioner Leone was not present to vote. 
 
Day Month Date Year Time Venue 

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

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

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

 
 
As required by law, the agenda for the March 19, 2025, 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.  
 


