
Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, May 21, 2025 

 
 

1 

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 
 
Budget for 2025-26 
The Personnel Commission presented a second reading of the proposed budget which was sent 
to the Board of Trustees for consideration at their meeting on May 6, 2025, and was accepted 
without requests for further changes.  If approved, staff will forward it to LACOE, along with the 
“Notification of District Intent to Concur with or Reject the Proposed Fiscal Year 2025-2026 
Personnel Commission Budget”, which must be signed by the Superintendent/President of Santa 
Monica College. 
 
Classification Studies 
There are 83 classification reviews that are part of the current cyclical studies, and four 
additional reviews that are a result of Ad Hoc Study requests. Staff brought forward 16 
recommendations for classifications that are part of the cyclical reviews. 
 
Recruitment 
There were no eligibility lists for approval. There are currently five recruitments in process, five 
recruitments on hold, and five new recruitments upcoming.   
 
Merit Rules Advisory Committee Update 
The Merit Rules Advisory Committee is still in the process of reviewing merit rules in Chapter 6 
and 7 related to final interview procedures, and in Chapter 11, which covers Vacations, Leaves of 
Absence, and Holidays. 
 
III. Public Comments: Non-Actionable Items from those in attendance. 
 
A.Longevity 
 
The February and March honorees were added as the result of a records audit.  The April 
honorees were recognized due to a Zoom outage that occurred during the last Regular meeting 
on April 16, 2025. 
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i. February 2025 Addendum 
40 YEARS  
Ingrid Cardwell, Administrative Assistant I, Physical Science 

Chris Bonvenuto was present to recognize and congratulate Ingrid on 40 years 
with the College. 

ii. March 2025 Addendum 
5 YEARS  
Terry Kamibayashi, Director of Facilities Maintenance, Maintenance & Operations 

Chris Bonvenuto was present to recognize and congratulate Terry. 
Matthew Kiaman, Director of Network Services, Information Technology 

Chris Bonvenuto and Calvin Madlock recognized and congratulated Matthew. 
iii. April 2025 

5 YEARS 
Diana Pennington, Administrative Assistant III-Confidential, Human Resources 

Sherrie Lee Lewis, Chris Bonvenuto and Tre’Shawn Hall Baker recognized and 
congratulated Diana. 

Erik Torregano, Custodian, Operations 
Chris Bonvenuto was present to recognize and congratulate Erik. 

Kim Tran, Chief Director of Business Services 
Chris Bonvenuto was present to recognize and congratulate Kim. 

10 YEARS 
August Faustino, Personnel Analyst, Personnel Commission 

Chris Bonvenuto recognized and congratulated August. 
Fernando Henriquez, Student Services Assistant, Noncredit Education 

Scott Silverman recognized and congratulated Fernando. 
Lisa Ortega, Custodian, Operations 

Chris Bonvenuto recognized and congratulated Lisa. 
15 YEARS 
Alice Gheorghiu, Programmer Analyst, Management Information Services 

Chris Bonvenuto and Calvin Madlock recognized and congratulated Alice. 
20 YEARS 
Gerardo Lozano, Custodian, Operations  

Chris Bonvenuto recognized and congratulated Gerardo. 
Luis Zelaya, Custodian, Operations 

Chris Bonvenuto recognized and congratulated Luis. 
25 YEARS 
Beverly Redd-Walker, Administrative Assistant I,  

Workforce & Economic Development 
Chris Bonvenuto recognized and congratulated Beverly.  
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B.Comments from the Vice President of Human Resources 

Vice President Sherri Lee-Lewis recognized and congratulated staff on their longevity 
achievements.  She acknowledged the Colleges’ ongoing fiscal issues and discussed the 
arrangements being put in place prior to her retirement on June 30, 2025. 

C.Comments from the President of CSEA 
Cindy Ordaz was present to congratulate and recognize Classified Staff. 

D.Comments from the President of Management Association 
A statement was read on behalf of Scott Silverman, congratulating and recognizing Classified 
Staff. 

E.Comments from Personnel Commission Staff 
No Comments 

F.Comments from the Personnel Commissioners 
No Comments 

 
IV.Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 

1 
Personnel Commission Budget-Fiscal Year 2025-2026 
Presentation of the Revised Personnel Commission Budget for Fiscal 
Year 2025-2026.  Second Reading. 

5 

2 Classified School Employees Week 8 

3 Notification of Charges and Request for  
Appeal of Employee Discipline: Selection of a Hearing Officer 

9 

4 Request for Approval of Abolishing a Classification:  
Assessment Center Supervisor 11 

5 Request for Approval of Abolishing a Classification:  
Senior Student Services Specialist - Assessment Services 12 

6 Classification Description Revisions and Retitle:  
Receiving, Stockroom & Delivery Worker to Warehouse Worker 13 

7 
Classification Description Revisions and Retitle:  
Lead Receiving, Stockroom & Delivery Worker 
 to Lead Warehouse Worker 

22 

8 
Retitle, Salary Reallocation and Revisions to Class Description: 
Transportation Operations Coordinator to  
Transportation Coordinator 

31 

9 Classification Description Revisions: Buyer I 41 
10 Classification Description Revisions: Buyer II 51 
11 Classification Description Revisions: Senior Buyer  61 
12 Classification Description Revisions: Asset Manager 70 
13 Classification Description Revisions: Property Clerk 78 
14 Classification Description Revisions: Grounds Equipment Operator 86 
15 Classification Description Revisions: Grounds Manager 95 
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16 Classification Description Revisions: Grounds Worker 104 

17 Classification Description Revisions: 
Senior Grounds Equipment Operator 112 

18 Classification Description Revisions and Retitle:  
Irrigation Systems Specialist to Irrigation Specialist 

121 

19 Request for Approval of Abolishing Classification: 
Grounds Supervisor 130 

20 Personnel Commission Meeting Dates 131 
 
V.Consent Agenda  

Report 
Number Subject Page 

Number 
21 Advisory Item: Classification Study List 133 
22 Examination Schedule 137 
23 Extension of Eligibility Lists 138 

24 Ratification of Working Out of Class and  
Internal Limited Term Assignments 139 

25 Ratification of Limited Term Assignments 141 
26 Appointment to Limited Term Assignments 142 
27 Ratification of Meeting Minutes 143 
28 Personnel Commission Project Tracking 144 

 
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  Personnel Commission Budget-Fiscal Year 2025-2026 

Presentation of the Revised Personnel Commission Budget for Fiscal 
Year 2025-2026.  Second Reading. 

Date  May 21, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
Attached is the proposed budget for the operation of the Personnel Commission Office for Fiscal 
Year 2025-2026, submitted to the Personnel Commission for review, discussion, and approval. 
 
This is the second reading of the proposed budget for which the Commission should open the 
public hearing and take testimony from any interested party, close the public hearing, amend as 
the Commission deems necessary and prudent, and then adopt.  
 
Pursuant to Articles 88073 and 88086 of the California Education Code and Merit Rule 2.4.1 
 (A-D), each Personnel Commission must prepare an annual budget for its office which, upon the 
approval of the County Superintendent, shall be included by the governing board in the regular 
budget of the community college district. 
 
The Personnel Commission’s proposed budget was submitted for consideration to the Board of 
Trustees at their regular meeting on May 6, 2025. The Board of Trustees has accepted the 
Personnel Commission’s budget as submitted, without any requests for changes. 
 
Summary  
The Personnel Commission’s budget for Fiscal Year 2025-26 reflects an overall 4.5%  
increase against the prior year’s budget, which includes: 
 

• Mandatory increases in employee salaries due to step and longevity movement, and in 
employee and Commissioner benefits 
 

• Increases in total operating expenses anticipated to cover legal expenses for multiple 
disciplinary hearings slated for fiscal year 2025-2026, and anticipated annual license fee 
increases for the contracted NeoGov applicant management system. 

 
Budget adjustments for salary and benefits include savings from the elimination of our temporary 
staff for next fiscal year, and salary savings from a mid-year turnover within non-management 
classified staff which provided for a backfilled position at a lower salary range. This adjustment 
resulted in an annual savings of approximately $96,000. With that, the Personnel Commission 
requests to add one permanent, part-time Personnel Analyst at an annual cost of approximately 
$71,000 to support expected ongoing impacts to classified staffing in fiscal year 2025-2026. 
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Education Code 88124 states that a permanent employee who has been demoted, suspended or 
dismissed may appeal to the Personnel Commission and request a hearing. As multiple hearings 
of this nature are anticipated during 2025-2026, the Personnel Commission proposes to increase 
its legal budget line from $15,000 to $50,000. Any funds from Legal Fees not spent on hearings 
will be returned to the general funds at the end of the fiscal year.  
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Open Public Hearing – Time Opened 12:38 PM 
Disposition by the Commission  
Motion Made By   Joy Abbott 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
 

Close Public Hearing – Time Closed 12:38 PM 
Disposition by the Commission  
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
 
 
Disposition by the Commission to adopt the 2025-2026 Budget 
Motion Made By   Deborah Jansen 
Seconded By   Joy Abbott 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number   2 
Subject  Classified School Employees Week 
Date  May 21, 2024 
To  Members of the Personnel Commission  

From  Carol Long,  
Director of the Personnel Commission  

  
Since 1986, California has taken the third week in May to honor the invaluable contributions of 
Classified School Employees.  It is recommended that the Personnel Commission adopt the 
following resolution in recognition and observance of Classified School Employees Week,   
May 18 through May 24, 2025.   
  
WHEREAS, classified employees provide services that are vital to excellence in education and the 
educational process at Santa Monica College including maintaining buildings and grounds, 
providing support services and assistance, keeping facilities clean and repaired, assisting in the 
classroom, providing a secure learning environment, and providing many specialized services 
directly related to student success; and  
  
WHEREAS, classified employees are directly involved in supporting the learning environment 
through their professional efforts in sustaining the activities of faculty, staff, administration, and 
the public who utilize the programs and services of the Santa Monica Community College 
District; and  
  
WHEREAS, without these services the quality of the educational pursuits of the District and 
students would be greatly diminished; and  
  
WHEREAS, classified employees of the Santa Monica Community College District deserve 
recognition and thanks for their outstanding efforts;  
  
NOW, THEREFORE, BE IT RESOLVED, that the Personnel Commission of the Santa Monica 
Community College District hereby recognizes and wishes to honor the contribution of the 
classified employees to quality education in the state of California and in the Santa Monica 
Community College District. 
  
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 3 
Subject Notification of Charges and Request for  

Appeal of Employee Discipline: Selection of a Hearing Officer 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 

 
The Board of Trustees has recently voted to move forward with each of the following disciplinary 
actions: 
 

• On January 21, 2025, the Board of Trustees voted to require one classified employee to 
serve a non-paid 15 calendar day suspension, effective January 22, 2025 through 
February 5, 2025. 

• On April 1, 2025, the Board of Trustees voted to move forward with an involuntary 
demotion of one classified employee, effective April 2, 2025. 

 
The Personnel Commission Office received a timely appeal and demand for a hearing from both 
of these classified employees. 
 
In accordance with Merit Rule 14.2.2, the Personnel Commission shall order a hearing for each 
case.  It has been past practice of the Personnel Commission to appoint a Hearing Officer to 
conduct appeal hearings.   
 
The following list of attorneys has been collected from the California School Personnel 
Commissioners Association (CSPCA), the American Arbitration Association, and referrals from 
other directors of merit system programs in California. Resumes and related information have 
been forwarded to each Commissioner. Discussion will focus on the selection of a Hearing 
Officer, giving consideration to the neutral role the Commission must play in this process.  
 

• Mark Burstein 
• Kristina Kwong 
• Michael Prihar 

 
Merit Rule 14.2.2 Procedure for Hearing  

14.2.2   

A. PROCEDURE FOR HEARING 

After an employee has made and filed their appeal in answer to the charges against them, the 
Personnel Commission shall investigate or cause to be investigated the matter on appeal and 
may require further evidence from either party. The Commission may, and upon request of an 
accused employee, shall order a hearing. If a hearing is to be conducted, the Personnel 
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Commission shall then fix the time and place of the hearing which shall be within a reasonable 
length of time from the receipt of the appeal and shall provide written notification to all parties. 
The Personnel Commission may appoint a hearing officer to conduct any hearing and report the 
findings and recommendations to the Commission. Such recommendations shall not be binding 
on the Commission. 
 
RECOMMENDATION 
The Personnel Commission will review this list of attorneys and determine how best to proceed.   
 

Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Deborah Jansen 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments After discussion and advisory from Campus 

Counsel the Commission voted to utilize all 
three hearing officers.  
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 Agenda Report Number 4 
Subject Request for Approval of Abolishing a Classification:  

Assessment Center Supervisor 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
As scheduled on the annual cyclical review calendar, Commission staff are reviewing 
classifications in Student Services assigned to the Assessment Center. As part of this process, 
staff assessed the ongoing need for the Assessment Center Supervisor classification.  
 
This classification was established in October 2014 to direct, plan, manage and oversee the daily 
operations of the Assessment Center. This classification has been vacant since March 2023. 
The Assessment Center provided comprehensive, timely, and accessible placement testing 
services to new and continuing students. With the implementation of AB 705 in 2019, 
eliminating the use of English and Math placement exams at community colleges, the 
Department confirmed that this role is no longer needed and will not be filled.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 

JOB TITLE RANGE MIN MAX % DIFF BETWEEN 
LEVELS 

Assessment Center Supervisor M10 $6,714 $8,161 20.0% 
Senior Student Services Specialist - 
Assessment Services*  32 $5,596 $6,803 0.00% 

*Proposed to be abolished in subsequent agenda report.  
There are currently no eligibility, reemployment, and reinstatement lists for this classification. 
The proposal was sent for review to Department Management, Business Services, Human 
Resources, and executive leadership.  
RECOMMENDATION 
It is recommended that the Commission approve abolishing the Assessment Center Supervisor 
classification. 

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 5 
Subject Request for Approval of Abolishing a Classification:  

Senior Student Services Specialist - Assessment Services 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
As scheduled on the annual cyclical review calendar, Commission staff are reviewing 
classifications in Student Services assigned to the Assessment Center. As part of this process, 
staff assessed the ongoing need for the Senior Student Services Specialist – Assessment Services 
classification.  
The classification was established in March 2008 to serve as a lead worker in the planning, 
organizing, and activities of the Assessment Center. This classification has been vacant since June 
2017. 
The Assessment Center provided comprehensive, timely, and accessible placement testing 
services to new and continuing students. With the implementation of AB 705 in 2019, 
eliminating the use of English and Math placement exams at community colleges, the 
Department confirmed that this role is no longer needed and will not be filled.  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 

JOB TITLE RANGE MIN MAX % DIFF BETWEEN 
LEVELS 

Assessment Center Supervisor* M10 $6,714 $8,161 20.0% 
Senior Student Services Specialist - 
Assessment Services 32 $5,596 $6,803 0.00% 

*Proposed to be abolished in previous agenda report.  
There are currently no eligibility, reemployment, and reinstatement lists for this classification. 
The proposal was sent for review to CSEA, Department Management, Business Services, Human 
Resources, and executive leadership.  
RECOMMENDATION 
It is recommended that the Commission approve abolishing the Senior Student Services 
Specialist – Assessment Services classification. 

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



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, May 21, 2025 

 
 

13 

Agenda Report Number 6 
Subject Classification Description Revisions and Retitle: 

Receiving, Stockroom & Delivery Worker to Warehouse Worker 
Cyclical Review 

Date May 21, 2024 
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 Receiving, Stockroom & Delivery 
Worker. 
 
As part of the cyclical review process, we are reviewing classifications in the Warehouse & Mail 
job discipline. The warehouse is located on the main campus, and is responsible for the receipt, 
inspection, asset tagging, and delivery of goods throughout the main campus and satellite 
campuses.  
 
The Receiving, Stockroom & Delivery Worker classification was established in November 1984. 
This classification has been revised six times since its establishment. The most recent revision 
was approved in December 2017, where revisions were made to the class description in order to 
clarify essential duties and knowledge, skills, and abilities, update technology and equipment 
proficiency requirements, align physical requirements with job requirements and government-
recommended safety practices, and properly distinguish this classification from other related 
classifications as a result of the cyclical review study. There are currently four permanent 
incumbents in this classification – three located at the main campus warehouse, and one at the 
campus bookstore.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Warehouse & Mail classifications, as well as CSEA, were invited to participate in a class study 
orientation on October 30th, 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 
13th, 2024. Commission staff subsequently conducted a job audit to obtain input from the 
incumbent. The information gathered from the job audit was reviewed with the manager. 
Manager orientations were scheduled on October 29th, 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. 
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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 the title, distinguishing 
characteristics, duties, and knowledge, skills and abilities.  
 
A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
The survey yielded several moderate matches as indicated below, with some variability in 
assigned functions but with comparable levels of responsibility, including asset-related duties  
which are being added to the description. 
 

 

AGENCY JOB TITLE MIN  MAX  MEDIAN  STUDENT 
COUNT 

Santa Monica College Receiving, Stockroom and 
Delivery Worker $4,958 $6,026 $5,492 26,748 

Cerritos College 
Warehousing and Delivery 

Assistant $4,548 $5,455 $5,002 22,948 

Glendale College Warehouse Worker $4,031 $5,145 $4,588 15,885 
Long Beach City College Warehouse Associate $4,195 $5,150 $4,673 26,189 
Pasadena City College Shipping and Receiving Clerk $4,288 $5,472 $4,880 26,522 
Santa Barbara City 
College Warehouse Assistant $4,010 $4,887 $4,449 16,835 

Santa Clarita College Warehouse/Mail Technician I $5,022 $8,379 $6,701 21,778 
 Average $4,349 $5,748 $5,049  

 25th Percentile $4,072 $5,146 $4,609  
 50th Percentile $4,242 $5,303 $4,776  
 70th Percentile $4,418 $5,464 $4,941  
 80th Percentile $4,548 $5,472 $5,002  
 90th Percentile $4,785 $6,926 $5,851  

 SMC % RANK 97.2% 83.8% 85.7%  
 SMC Difference From AVG 12.3% 4.6% 8.1%  

 SMC Difference From MED 14.5% 12.0% 13.0%  
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The current salary range for Receiving, Stockroom, and Delivery Worker is Range 27 on the 
Classified Salary Schedule. In this survey, SMC is in the 86% median percentile compared to all 
benchmark agencies with comparable classifications; that is, 14% of market comparables were 
paid higher than the SMC classification. 
 
Based on median percentile ranking at the 86th percentile, salary reallocation is not 
recommended given current salary meets the District’s goal to target the 70th percentile.  
    
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 Warehouse Worker 
(proposed retitle) 31 $5,466 $6,643 10.25% 

Warehouse Worker  
(proposed retitle) 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 and retitle from Receiving, Stockroom & Delivery Worker to Warehouse Worker. 
 

Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Joy Abbott 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 7 
Subject Classification Description Revisions and Retitle:  

Lead Receiving, Stockroom & Delivery Worker  
to Lead Warehouse Worker 
Cyclical Review 

Date May 21, 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 Lead Receiving, Stockroom & 
Delivery Worker. 
 
As part of the cyclical review process, we are reviewing classifications in the Warehouse & Mail 
job discipline. The warehouse is located on the main campus, and is responsible for the receipt, 
inspection, asset tagging, and delivery of goods throughout the main campus and satellite 
campuses.  
 
The Lead Receiving, Stockroom & Delivery Worker classification was established in October, 
1987. This classification has been revised three times since its establishment. The most recent 
revision was approved in December 2017, where revisions were made to the job title and 
description to clarify essential duties, lead responsibilities, knowledge, skills, and abilities, update 
technology and equipment proficiency requirements, align physical requirements with job 
requirements and government-recommended safety practices, and to properly distinguish this 
classification from other related classifications as a result of the cyclical review study. 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, as well as CSEA, were invited to participate in a class study 
orientation on October 30th, 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 
13th, 2024. Commission staff subsequently conducted a job audit to obtain input from the 
incumbent. The information gathered from the job audit was reviewed with the manager. 
Manager orientations were scheduled on October 29th, 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. 
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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 the title, distinguishing 
characteristics, duties, and knowledge, skills and abilities.  
 
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 (i.e., at least 30% of surveyed jobs should be matched). Comparable agencies utilized 
roles that were broader in scope to include work related to facilities, purchasing, and 
transportation. 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, salary placement 
is recommended to remain at Range 31. 
 
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 Warehouse Worker 
(proposed retitle) 31 $5,466 $6,643 10.25% 

Warehouse Worker 
 (proposed retitle) 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%  
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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 retitle from Lead Receiving, Stockroom & Delivery Worker to Lead Warehouse 
Worker. 
 

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 8 
Subject Retitle, Salary Reallocation and Revisions to Class Description: 

Transportation Operations Coordinator to  
Transportation Coordinator 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Tatiana Morrison, Personnel Technician 

 
BACKGROUND 
Attached for approval is a retitle, class description revisions and a salary reallocation for 
Transportation Operations Coordinator. 
 
As part of the cyclical review process, we are reviewing classifications in Transportation. The 
Transportation Department is operated by the Business Services Division of Santa Monica 
College which provides services such as Accounting, Accounts Payable, Auxiliary Services, 
Bookstore, Budget, Cashier's Office, Contracts, Finance, Mail Services, Payroll, Purchasing, 
Receiving, and Warehouse Services.  
 
This classification was established in 1989 as Transportation Assistant and has been revised 
several times since its establishment. The most recent revision was approved in May 2017 when 
the position was retitled to Transportation Operations Coordinator and incorporated lead 
responsibilities of coordinating and creating District Shuttle service routes. There is currently 1 
permanent incumbent in this classification.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Transportation classifications, as well as 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 
15, 2024. Commission staff subsequently conducted a job audit to obtain input from the 
incumbent. The information gathered from the job audit was reviewed with the manager.  
  
Personnel Commission staff consulted with David Dever, Director of Auxiliary Services, and Mitch 
Heskel, Dean of Education Enterprise, 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 are proposed to 
expand the scope of duties and update licensing requirements.  
  
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 
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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 broaden the 
responsibilities of Transportation Operations Coordinator duties to include maintenance and 
oversight of the College’s fleet.   
 
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). For example, comparable 
agencies utilized roles such as Director of Grounds & Transportation which primarily provides 
oversight of grounds maintenance with transportation operations as a secondary duty.  Senior 
Mechanic at another of the comparable agencies focused on the technical maintenance of the 
College’s fleet and less on the coordination of transportation services.  As a result, salary review 
is based on the scope of work expanded for this role. 
 
SALARY ALLOCATION  
It is recommended that the salary for Transportation Operations Coordinator be reallocated 
from Range 31 to Range 33 on the Classified Employee Salary Schedule, a 5% increase. This 
recommendation is based on job analysis findings indicating an expansion in knowledge 
required, the scope of work and complexity of the role. In addition to coordinating and creating 
District shuttle service routes, the position is now also responsible for managing the College’s 
fleet operations. The reallocation reflects the increased level of responsibility and operational 
oversight now required as the College centralizes the management of its fleet. 
 
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 Auxiliary Services  M31 $11,203 $13,617 105% 
Transportation Coordinator 
(Proposed) 33 $5,739 $6,975 4.99% 

Transportation Operations 
Coordinator (Current) 31 $5,466 $6,643 13% 

Shuttle Driver  26 $4,834 $5,876  

 
The proposal for retitle, class description revisions, and salary reallocation was sent for review to 
Department leadership, incumbent, CSEA, Business Services, Human Resources, and the 
Superintendent/President. Salary reallocation must be approved by the Board of Trustees to be 
adopted. 
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RECOMMENDATION 
It is recommended that the Commission approve the retitle, class description revisions and 
salary reallocation for Transportation Operations Coordinator.  
 
FROM:  
Transportation Operations Coordinator  
Classified Employee Salary Schedule, Range 31  
 
TO:  
Transportation Coordinator  
Classified Employee Salary Schedule, Range 33 
 

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 9 
Subject Classification Description Revisions: Buyer I 

Cyclical Review 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Buyer I. 
 
As part of the cyclical review process, we are reviewing classifications in the Purchasing job 
discipline. The Procurement, Contracts and Logistics Department is responsible for the 
procurement of materials, equipment, and services for the College by providing efficient and 
responsive procurement services and obtaining high-quality goods and services at reasonable 
costs while operating at the highest standards of ethical conduct. The Buyers specialize in the 
commodities, including categories, groups of supplies and services they procure. 
 
The Buyer I classification was established in September 2015. This classification has not been 
revised since its establishment. This classification is currently vacant. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Purchasing classifications, as well as CSEA, were invited to participate in a class study orientation 
on February 4, 2025, 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 PDQ 
February 18, 2025.  
 
Personnel Commission staff sent the classification descriptions for review to Nyla Cotton, 
Director of Procurement, Contracts & Logistics. 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 requirements. 
 
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, class description revisions are being proposed, to clarify Distinguishing 
Characteristics and Minimum Qualifications. 
 
A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
The survey yielded several strong to moderate matches as indicated below, with some variability 
in assigned functions but with comparable levels of responsibility. 
 

AGENCY JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

Santa Monica College Buyer I $5,739 $6,975 $6,357 26,748 
Cerritos College Buyer I $5,251 $6,300 $5,775 22,948 
Contra Costa CCD Assistant Buyer $5,189 $6,322 $5,756 31,432 
El Camino College Purchasing Assistant $5,054 $6,465 $5,760 21,971 
Long Beach City College Assistant Buyer $4,895 $6,019 $5,457 26,189 
Los Angeles CCD Procurement Technician $5,187 $6,425 $5,806 135,917 
North Orange County CCD Buyer $5,774 $6,970 $6,372 43,148 
Pasadena City College Assistant Buyer $5,026 $6,414 $5,720 26,522 
State Center CCD Procurement Technician $4,653 $5,722 $5,187 49,125 
Ventura County CCD Purchasing Assistant $4,464 $6,162 $5,313 32,977 
 Average $5,055 $6,311 $5,683  
 25th Percentile $4,895 $6,162 $5,457  
 50th Percentile $5,054 $6,322 $5,756  
 70th Percentile $5,188 $6,421 $5,769  
 80th Percentile $5,214 $6,441 $5,788  
 90th Percentile $5,356 $6,566 $5,919  
 SMC % RANK 99.1% 100% 99.6%  

 SMC Difference From 
AVG 11.9% 9.5% 10.6%  

 SMC Difference From 
MED 11.9% 9.4% 9.5%  

 
 
The current salary range for Buyer I is Range 33 on the Classified Employee Salary Schedule. In 
this survey, SMC is in the 100% median percentile compared to all benchmark agencies with 
comparable classifications; that is, no market comparables were paid higher than the SMC 
classification. 
 
Based on median percentile ranking at the 100th percentile, salary reallocation is not 
recommended given current salary meets the District’s goal to target the 70th percentile.  
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The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN MAX % DIFF BETWEEN LEVELS 
Senior Buyer 45 $7,690 $9,348 10.25% 
Buyer II 41 $6,975 $8,479 21.54% 
Buyer I 33 $5,739 $6,975 

 

 
 
Cyclical review results have been sent to CSEA, Department Management, Business Services, 
Human Resources, and executive leadership.  
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions for Buyer I. 
 

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 10 
Subject Classification Description Revisions: Buyer II 

Cyclical Review 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Buyer II. 
 
As part of the cyclical review process, we are reviewing classifications in the Purchasing job 
discipline. The Procurement, Contracts and Logistics Department is responsible for the 
procurement of materials, equipment, and services for the College by providing efficient and 
responsive procurement services and obtaining high-quality goods and services at reasonable 
costs while operating at the highest standards of ethical conduct. The Buyers specialize in the 
commodities, including categories, groups of supplies and services they procure. 
 
The Buyer II classification was established in June 1977. This classification has been revised three 
times since its establishment. The most recent revision was approved in January 2016, in 
anticipation of an upcoming recruitment the Minimum Qualifications were revised to include 
preferred experience. There are currently two permanent incumbents in this classification. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Purchasing classifications, as well as CSEA, were invited to participate in a class study orientation 
on February 4, 2025, 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 PDQ 
February 18, 2025.  
 
Personnel Commission staff sent the classification descriptions for review to Nyla Cotton, 
Director of Procurement, Contracts & Logistics. 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 requirements. 
 
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 Distinguishing 
Characteristics and Minimum Qualifications. 
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A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
The survey yielded several strong to moderate matches as indicated below, with some variability 
in assigned functions but with comparable levels of responsibility. 
 

AGENCY JOB TITLE MIN MAX MEDIAN STUDENT COUNT 
Santa Monica College Buyer II $6,975 $8,479 $7,727 26,748 
Cerritos College Buyer II $6,026 $7,253 $6,640 22,948 
Contra Costa CCD Buyer $5,452 $6,642 $6,047 31,432 
El Camino College Buyer $6,810 $8,772 $7,791 21,971 
Foothill De Anza CCD Buyer $6,873 $9,199 $8,036 31,134 
Glendale College Purchasing Specialist $5,696 $7,270 $6,483 15,885 
Long Beach City College Buyer $5,716 $7,042 $6,379 26,189 

Los Angeles CCD Assistant Procurement 
Specialist $6,801 $8,426 $7,614 135,917 

Mt. San Antonio College Buyer $5,578 $7,119 $6,348 38,269 
North Orange County CCD Buyer II $6,048 $7,302 $6,675 43,148 
Pasadena City College Buyer $5,828 $7,439 $6,634 26,522 
Riverside CCD Purchasing Specialist $6,742 $8,204 $7,473 42,274 
Santa Barbara City College Senior Buyer $5,808 $7,076 $6,442 16,835 
State Center CCD Buyer $6,123 $7,530 $6,826 49,125 
Ventura County CCD Purchasing Specialist $5,694 $7,846 $6,770 32,977 

 Average $6,085 $7,651 $6,868  
 25th Percentile $5,701 $7,152 $6,452  
 50th Percentile $5,927 $7,370 $6,657  
 70th Percentile $6,185 $7,882 $6,891  
 80th Percentile $6,766 $8,293 $7,529  
 90th Percentile $6,807 $8,668 $7,738  
 SMC % RANK 100% 85.7% 89.5%  

 SMC Difference From 
AVG 

12.8% 9.8% 11.1%  

 SMC Difference From 
MED 15.0% 13.1% 13.8%  

 
The current salary range for Buyer II is Range 41 on the Classified Employee Salary Schedule. In 
this survey, SMC is in the 90% median percentile compared to all benchmark agencies with 
comparable classifications; that is, 10% of market comparables were paid higher than the SMC 
classification. 
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Based on median percentile ranking at the 90th percentile, salary reallocation is not 
recommended given current salary meets the District’s goal to target the 70th percentile.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN MAX % DIFF BETWEEN LEVELS 
Senior Buyer 45 $7,690 $9,348 10.25% 
Buyer II 41 $6,975 $8,479 21.54% 
Buyer I 33 $5,739 $6,975 

 

 
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 Buyer II. 
 

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 11 
Subject Classification Description Revisions: Senior Buyer 

Cyclical Review 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Senior Buyer. 
 
As part of the cyclical review process, we are reviewing classifications in the Purchasing job 
discipline. The Procurement, Contracts and Logistics Department is responsible for the 
procurement of materials, equipment, and services for the College by providing efficient and 
responsive procurement services and obtaining high-quality goods and services at reasonable 
costs while operating at the highest standards of ethical conduct. The Buyers specialize in the 
commodities, including categories, groups of supplies and services they procure. 
 
The Senior Buyer classification was established in July 2019. This classification has not been 
revised since its establishment. 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 
Purchasing classifications, as well as CSEA, were invited to participate in a class study orientation 
on February 4, 2025, 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 PDQ 
February 18, 2025.  
 
Personnel Commission staff sent the classification descriptions for review to Nyla Cotton, 
Director of Procurement, Contracts & Logistics. 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 requirements. 
 
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 Distinguishing 
Characteristics and Minimum Qualifications. 
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A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
 
The survey yielded several strong to moderate matches as indicated below, with some variability 
in assigned functions but with comparable levels of responsibility. 
 

AGENCY JOB TITLE MIN MAX MEDIAN STUDENT COUNT 
Santa Monica College Senior Buyer $7,690 $9,348 $8,519 26,748 
Cerritos College Lead Buyer $6,466 $7,775 $7,120 22,948 
Contra Costa CCD Senior Buyer $6,017 $7,331 $6,674 31,432 
Foothill De Anza CCD Senior Buyer $7,953 $10,642 $9,298 31,134 
Long Beach City College Senior Buyer $6,176 $7,614 $6,895 26,189 
Los Angeles CCD Procurement Specialist $8,426 $10,438 $9,432 135,917 
Mt. San Antonio College Senior Buyer $6,100 $7,786 $6,943 38,269 
State Center CCD Senior Buyer $6,622 $8,145 $7,383 49,125 
 Average $6,823 $8,533 $7,678  
 25th Percentile $6,138 $7,695 $6,919  
 50th Percentile $6,466 $7,786 $7,120  
 70th Percentile $6,888 $8,603 $7,766  
 80th Percentile $7,687 $9,979 $8,915  
 90th Percentile $8,142 $10,520 $9,352  
 SMC % RANK 80.0% 75.4% 76.5%  

 SMC Difference From 
AVG 

11.3% 8.7% 9.9%  

 SMC Difference From 
MED 15.9% 16.7% 16.4%  

 
The current salary range for Senior Buyer is Range 45 on the Classified Employee Salary 
Schedule. In this survey, SMC is in the 77% median percentile compared to all benchmark 
agencies with comparable classifications; that is, 23% of market comparables were paid higher 
than the SMC classification. 
 
Based on median percentile ranking at the 77th percentile, salary reallocation is not 
recommended given current salary meets the District’s goal to target the 70th percentile.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN MAX % DIFF BETWEEN LEVELS 
Senior Buyer 45 $7,690 $9,348 10.25% 
Buyer II 41 $6,975 $8,479 21.54% 
Buyer I 33 $5,739 $6,975 
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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 Senior Buyer. 
 

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 12 
Subject Classification Description Revisions: Asset Manager 

Cyclical Review 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Asset Manager. 
 
As part of the cyclical review process, we are reviewing classifications in the Purchasing job 
discipline. The Procurement, Contracts and Logistics Department is responsible for the 
procurement of materials, equipment, and services for the College by providing efficient and 
responsive procurement services and obtaining high-quality goods and services at reasonable 
costs while operating at the highest standards of ethical conduct.   
 
The Asset Manager classification was established in February 2016. This classification has not 
been revised since its establishment. This classification is currently vacant. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Purchasing classifications, were invited to participate in a class study orientation on February 4, 
2025, 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 February 18, 2025.  
 
Personnel Commission staff sent the classification descriptions for review to Nyla Cotton, 
Director of Procurement, Contracts & Logistics. 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 requirements. 
 
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 Distinguishing 
Characteristics and Minimum Qualifications. 
 
A comprehensive salary survey of 15 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.  
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Sufficient market data was not available to utilize the percentile ranking method of salary 
placement (i.e., at least 30% of surveyed jobs should be matched). Comparable agencies did not 
have an equivalent job similar to the nature and level of work required for this role. Other 
agencies utilize broader classifications, such as a purchasing supervisor or manager role to 
oversee this function. As a result, salary review is based on internal alignment within the 
Purchasing job discipline. There is no salary compression within the series. As such, it is 
recommended that the salary placement for this role remain at Range M16 on the Classified 
Management Salary Schedule. Further review may be required once the Department determines 
how to utilize this vacant role in the future. 
    
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, Contract & Logistics* M32 $11,483 $13,958 47.75% 
Asset Manager M16 $7,772 $9,447 53.11% 
Property Clerk 28 $5,076 $6,170 

 

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

Disposition by the Commission 
Motion Made By Deborah Jansen  
Seconded By Lawrence Leone 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 13 
Subject Classification Description Revisions: Property Clerk 

Cyclical Review 
Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By Olga Gorman Vasquez, Personnel Analyst  

 
BACKGROUND 
Attached for your approval are the classification revisions for Property Clerk. 
 
As part of the cyclical review process, we are reviewing classifications in the Purchasing job 
discipline. The Procurement, Contracts and Logistics Department is responsible for the 
procurement of materials, equipment, and services for the College by providing efficient and 
responsive procurement services and obtaining high-quality goods and services at reasonable 
costs while operating at the highest standards of ethical conduct.   
 
The Property Clerk classification was established in April 2016. This classification has not been 
revised since its establishment. This classification is currently vacant.  
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the 
Purchasing classifications, as well as CSEA, were invited to participate in a class study orientation 
on February 4, 2025, 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 PDQ 
February 18, 2025.  
 
Personnel Commission staff sent the classification descriptions for review to Nyla Cotton, 
Director of Procurement, Contracts & Logistics. 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 job responsibilities and 
minimum qualification. 
 
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 Distinguishing 
Characteristics and Minimum Qualifications. 
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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 (i.e., at least 30% of surveyed jobs should be matched). Comparable agencies did not 
have an equivalent job similar to the nature and level of work required for this role. Other 
agencies encompass these duties in purchasing or warehouse classifications. As a result, salary 
review is based on internal alignment within the Purchasing job discipline. There is no salary 
compression within the series. As such, it is recommended that the salary placement for this role 
remain at Range 28 on the Classified Employee Salary Schedule. Further review may be required 
once the Department determines how to utilize this vacant role in the future. 
    
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, Contract & Logistics* M32 $11,483 $13,958 47.75% 
Asset Manager M16 $7,772 $9,447 53.11% 
Property Clerk 28 $5,076 $6,170 

 

*Pending review. 
 
Cyclical review results have been sent to CSEA, Department Management, Business Services, 
Human Resources, and executive leadership.  
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions for Property Clerk. 
 

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 14 
Subject Classification Description Revisions: 

Grounds Equipment Operator 
Cyclical Study 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

 
BACKGROUND 
Attached for your approval are the classification revisions for Grounds Equipment Operator. 
 
As part of the cyclical review process, we are reviewing classifications in the Facilities Operations 
job discipline. Grounds Operations provides landscaping maintenance, power washing, tree 
maintenance/trimming/pruning, and pest control services.  It is the Department’s mission to 
provide a safe and comfortable learning environment for all students and staff at SMC. The 
Grounds Equipment Operator performs gardening and grounds keeping duties, including 
operating medium grounds and maintenance power equipment and applying fertilizers and 
chemicals. 
 
The Grounds Equipment Operator classification was established in 1977 This classification has 
been revised three times since its establishment. The most recent revision was approved in 
February 2019. There are currently five permanent incumbents in this classification. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2024-25. Incumbents and 
CSEA were invited to participate in a class study orientation on November 20, 2024, to discuss 
the purpose of the study, methodology, timelines, possible outcomes, implications, and 
frequently asked questions.  Incumbents were asked to complete a Position Description 
Questionnaire by December 4, 2024. 
 
Personnel Commission staff consulted with Terry Kamibayashi, Director of Facilities, 
Maintenance & Operations (interim) and Jaime Luis, Grounds Manager (former), to discuss the 
classification description. In addition, department management was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Revisions are proposed to clarify the concept of the class, distinguishing 
characteristics, duties assigned, supervision, knowledge & abilities, the minimum qualifications 
and working environment required of the job to more accurately reflect the nature of the work 
required.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
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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 changes serve to clarify the concept of 
the class, distinguishing characteristics, essential duties, supervision, KSAs (Knowledge, Skills and 
Abilities), minimum qualifications and working environment. 
 
The salary survey of standard benchmark agencies resulted in comparable matches, which are 
identified and presented below, with some variability in assigned functions but with comparable 
levels of responsibility.  
 

AGENCY  JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

Santa Monica College  Grounds Equipment Operator $4,958 $6,026 $5,492 26,748 
Cerritos College Groundskeeper $4,548 $5,455 $5,002 22,948 
Contra Costa CCD Grounds Worker II $4,819 $5,870 $5,345 31,432 
El Camino College Groundskeeper-Gardener I $4,389 $5,604 $4,997 21,971 
Foothill De Anza CCD Grounds Gardener I/II $4,830 $6,381 $5,606 31,134 
Long Beach City 
College Grounds Maintenance Worker $4,195 $5,150 $4,672 26,189 

Los Angeles CCD Gardener $4,894 $6,063 $5,478 135,917 
Mt. San Antonio 
College 

Grounds and Horticultural 
Technician I $4,705 $5,997 $5,351 38,269 

North Orange County 
CCD Groundskeeper $4,593 $5,528 $5,061 43,148 

Santa Barbara City 
College Grounds Maintenance Worker $3,913 $4,766 $4,340 16,835 

State Center CCD Groundskeeper Worker $4,302 $5,291 $4,796 49,125 
Ventura County CCD Grounds Maintenance Worker $4,142 $5,732 $4,937 32,977 
  Average $4,484 $5,622 $5,053  

  25th Percentile $4,248 $5,373 $4,867  

  50th Percentile $4,548 $5,604 $5,002  

  75th Percentile $4,705 $5,870 $5,345  

  80th Percentile $4,819 $5,997 $5,351  

  90th Percentile $4,830 $6,063 $5,478  

  SMC % RANK 100% 84.3% 91.0%  

  SMC Difference From AVG 9.6% 6.7% 8.0%  

  SMC Difference From MED 8.3% 7.0% 8.9%  
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The current salary range for Grounds Equipment Operator is Range 27 on the Classified 
Employee Salary Schedule.  In this survey, SMC is in the 91st median percentile compared to all 
benchmark agencies with comparable classifications; that is, 9% of the market comparables were 
paid higher than the SMC classification. 
 
SALARY ALLOCATION 
Based on median percentile ranking at the 91st percentile, salary reallocation is not 
recommended given that the current salary meets the District’s goal to target the 70th 
percentile.  

Cyclical review results have been sent to the incumbents, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Grounds Manager M15 $7,583 $9,217 18.60% 
Grounds Supervisor M8 $6,394 $7,772 11.41% 
Senior Grounds Equipment Operator 33 $5,739 $6,975 0.00% 
Irrigation Specialist* 33 $5,739 $6,975 15.75% 
Grounds Equipment Operator 27 $4,958 $6,026 13.07% 
Grounds Worker 22 $4,385 $5,330  

*Proposed retitle 
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions. 
 

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 15 
Subject Classification Description Revisions: 

Grounds Manager 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

    
BACKGROUND 
Attached for your approval are the classification revisions for Grounds Manager. 
 
As part of the cyclical review process, we are reviewing classifications in the Facilities Operations 
job discipline. Grounds Operations provides landscaping maintenance, power washing, tree 
maintenance/trimming/pruning, and pest control services.  It is the Department’s mission to 
provide a safe and comfortable learning environment for all students and staff at SMC.  The 
Grounds Manager plans, manages and evaluates activities related to grounds maintenance, 
landscaping and irrigation work. 
 
The Grounds Manager classification was established in 2023 as part of the Facilities 
reorganization project. This classification has been revised once since its establishment. The 
previous incumbent was asked to complete a Position Description Questionnaire by December 4, 
2024. There are currently no permanent incumbents in this classification.   
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2024-25. The managers in 
the Facilities Operations classifications were invited to participate in a class study orientation on 
October 14, 2024, to discuss the purpose of the study, methodology, timelines, possible 
outcomes, implications, and frequently asked questions. 
 
Personnel Commission staff consulted with Terry Kamibayashi, Director of Facilities, 
Maintenance & Operations (interim). In addition, department management was requested to 
complete a duty analysis worksheet by rating the frequency and criticality of each duty in the 
current class description. Revisions are proposed to clarify the distinguishing characteristics, 
duties assigned, and knowledge & abilities, required of the job to more accurately reflect the 
nature of the work required.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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RESULTS 
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the 
distinguishing characteristics, essential duties, and KSAs (Knowledge, Skills and Abilities). 
 
The salary survey of standard benchmark agencies resulted in comparable matches, which are 
identified and presented below, with some variability in assigned functions but with comparable 
levels of responsibility.  
 

AGENCY JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

Santa Monica College  Grounds Manager $7,583 $9,217 $8,400 26,748 
El Camino College Grounds Supervisor $6,198 $7,973 $7,086 21,971 
Foothill De Anza CCD Grounds Supervisor $6,854 $8,752 $7,803 31,134 
Long Beach City College Grounds and Transportation 

Supervisor 
$6,508 $8,868 $7,688 26,189 

Los Angeles CCD Gardening Supervisor $6,748 $8,360 $7,554 135,917 
Pasadena City College Grounds Supervisor $8,090 $9,943 $9,016 26,522 
Riverside CCD Grounds Supervisor $6,843 $8,331 $7,587 42,274 
Santa Barbara City 
College 

Grounds Maintenance 
Supervisor 

$5,950 $7,252 $6,601 16,835 

Ventura County CCD Grounds Supervisor $5,330 $7,389 $6,360 32,977 
  Average $6,565 $8,359 $7,462  

  25th Percentile $6,136 $7,827 $6,964  

  50th Percentile $6,628 $8,345 $7,570  

  75th Percentile $6,834 $8,713 $7,678  

  80th Percentile $6,850 $8,822 $7,757  

  90th Percentile $7,225 $9,190 $8,167  

  SMC % RANK 94.1% 90.3% 92.7%  

  SMC Difference From AVG 13.4% 9.3% 11.2%  

  SMC Difference From MED 12.6% 9.5% 9.9%  

 
 
The current salary range for the Grounds Manager is Range M15 on the Classified Management 
Salary Schedule.  In this survey, SMC is in the 93rd median percentile compared to all benchmark 
agencies with comparable classifications; that is, 7% of the market comparables were paid higher 
than the SMC classification. 
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SALARY ALLOCATION 
Based on median percentile ranking at the 93rd percentile, salary reallocation is not 
recommended given that the current salary meets the District’s goal to target the 70th 
percentile.  Cyclical review results have been sent to Department Management, Business 
Services, Human Resources, and executive leadership.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Grounds Manager M15 $7,583 $9,217 18.60% 
Grounds Supervisor M8 $6,394 $7,772 11.41% 
Senior Grounds Equipment Operator 33 $5,739 $6,975 0.00% 
Irrigation Specialist* 33 $5,739 $6,975 15.75% 
Grounds Equipment Operator 27 $4,958 $6,026 13.07% 
Grounds Worker 22 $4,385 $5,330  

*Proposed retitle 
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions. 
 

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 16 
Subject Request for Approval of Classification Revisions: 

Grounds Worker 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

    
BACKGROUND 
Attached for your approval are the classification revisions for Grounds Worker. 
 
As part of the cyclical review process, we are reviewing classifications in the Facilities Operations 
job discipline. Grounds Operations provides landscaping maintenance, power washing, tree 
maintenance/trimming/pruning, and pest control services.  It is the Department’s mission to 
provide a safe and comfortable learning environment for all students and staff at SMC.  The 
Grounds Worker performs routine and general grounds keeping and gardening duties to 
maintain a clean, attractive, well-landscaped and safe campus grounds and properties. 
 
The Grounds Worker classification was established in 1977 This classification has been revised 
four times since its establishment. The most recent revision was approved in February 2019. 
There are currently nine permanent incumbents in this classification. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2024-25. Incumbents and 
CSEA were invited to participate in a class study orientation on November 20, 2024, to discuss 
the purpose of the study, methodology, timelines, possible outcomes, implications, and 
frequently asked questions.  Incumbents were asked to complete a Position Description 
Questionnaire by December 4, 2024. 
 
Personnel Commission staff consulted with Terry Kamibayashi, Director of Facilities, 
Maintenance & Operations (interim) and Jaime Luis, Grounds Manager (former), to discuss the 
classification description. In addition, department management was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Revisions are proposed to clarify the concept of the class, distinguishing 
characteristics, duties assigned, supervision, knowledge & abilities, the minimum qualifications 
and working environment required of the job to more accurately reflect the nature of the work 
required.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
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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 changes serve to clarify the concept of 
the class, distinguishing characteristics, essential duties, supervision, KSAs (Knowledge, Skills and 
Abilities), minimum qualifications and working environment. 
 
Sufficient market data was not available to utilize percentile ranking method of salary placement 
(i.e., at least 30% of surveyed jobs should be matched). Benchmark agencies differed in 
organizational structure, variability of functions and level of duties. For instance, at many 
organizations the entry level duties of the Grounds Worker were integrated with a classification 
that also performed higher level duties. Based on market data for the other Grounds 
classifications, no change in salary is proposed. As such, it is recommended that the salary 
placement for this role remain at Range 22. 
 
Cyclical review results have been sent to the incumbents, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Grounds Manager M15 $7,583 $9,217 18.60% 
Grounds Supervisor M8 $6,394 $7,772 11.41% 
Senior Grounds Equipment Operator 33 $5,739 $6,975 0.00% 
Irrigation Specialist* 33 $5,739 $6,975 15.75% 
Grounds Equipment Operator 27 $4,958 $6,026 13.07% 
Grounds Worker 22 $4,385 $5,330  

*Proposed retitle 
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions. 

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 17 
Subject Classification Description Revisions: 

Senior Grounds Equipment Operator  
Cyclical Study 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

 
BACKGROUND 
Attached for your approval are the classification revisions for Senior Grounds Equipment 
Operator. 
 
As part of the cyclical review process, we are reviewing classifications in the Facilities Operations 
job discipline. Grounds Operations provides landscaping maintenance, power washing, tree 
maintenance/trimming/pruning, and pest control services.  It is the Department’s mission to 
provide a safe and comfortable learning environment for all students and staff at SMC.  The 
Senior Grounds Equipment Operator performs related grounds work and is responsible for 
leading and coordinating the work of Grounds staff, ensuring that projects are completed in a 
timely manner. 
 
The Senior Grounds Equipment Operator classification was established in 2023. This 
classification has not been revised since its establishment. There are currently no permanent 
incumbents in this classification. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2024-25. CSEA was 
invited to participate in a class study orientation on November 20, 2024, to discuss the purpose 
of the study, methodology, timelines, possible outcomes, implications, and frequently asked 
questions. 
 
Personnel Commission staff consulted with Terry Kamibayashi, Director of Facilities, 
Maintenance & Operations (interim) and Jaime Luis, Grounds Manager (former), to discuss the 
classification description. In addition, department management was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Revisions are proposed to clarify the duties assigned, supervision, knowledge & 
abilities, and working environment required of the job to more accurately reflect the nature of 
the work required.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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RESULTS 
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the essential 
duties, supervision, KSAs (Knowledge, Skills and Abilities), and working environment. 
 
The salary survey of standard benchmark agencies resulted in comparable matches, which are 
identified and presented below, with some variability in assigned functions but with comparable 
levels of responsibility.  
 

AGENCY  JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

Santa Monica College  Senior Grounds Equipment 
Operator 

$5,739 $6,975 $6,357 26,748 

Cerritos College Lead Groundskeeper $5,627 $6,763 $6,195 22,948 
Contra Costa CCD Groundsworker, Lead $5,870 $7,153 $6,512 31,432 
Foothill De Anza CCD Grounds Gardener, Head 

(Lead) 
$5,654 $7,504 $6,579 31,134 

Long Beach City College Lead Grounds Maintenance 
Worker 

$4,645 $5,716 $5,181 26,189 

Los Angeles CCD Lead Gardener $5,447 $6,748 $6,097 135,917 
Pasadena City College Lead Gardener $5,378 $5,929 $5,653 26,522 
Riverside CCD Senior Groundsperson $4,637 $5,645 $5,141 42,274 
State Center CCD Lead Groundskeeper Specialist $5,032 $6,189 $5,611 49,125 
Ventura County CCD Lead Grounds Maintenance 

Worker 
$4,587 $6,334 $5,461 32,977 

  Average $5,209 $6,442 $5,825   
  25th Percentile $4,645 $5,929 $5,461   
  50th Percentile $5,378 $6,334 $5,653   
  75th Percentile $5,555 $6,757 $6,156   
  80th Percentile $5,638 $6,919 $6,322   
  90th Percentile $5,697 $7,223 $6,525   
  SMC % RANK 92.4% 81.7% 81.3%   
  SMC Difference From AVG 9.2% 7.6% 8.4%   
  SMC Difference From MED 6.3% 9.2% 11.1%   
 
 
The current salary range for the Senior Grounds Equipment Operator is Range 33 on the 
Classified Employee Salary Schedule.  In this survey, SMC is in the 81st median percentile 
compared to all benchmark agencies with comparable classifications; that is, 19% of the market 
comparables were paid higher than the SMC classification. 
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SALARY ALLOCATION 
Based on median percentile ranking at the 81st percentile, salary reallocation is not 
recommended given that the current salary meets the District’s goal to target the 70th 
percentile.  
Cyclical review results have been sent to the CSEA, Department Management, Business Services, 
Human Resources, and executive leadership.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN MAX 
% DIFF 

BETWEEN 
LEVELS 

Grounds Manager M15 $7,583 $9,217 18.60% 
Grounds Supervisor M8 $6,394 $7,772 11.41% 
Senior Grounds Equipment Operator 33 $5,739 $6,975 0.00% 
Irrigation Specialist* 33 $5,739 $6,975 15.75% 
Grounds Equipment Operator 27 $4,958 $6,026 13.07% 
Grounds Worker 22 $4,385 $5,330  

*Proposed retitle 
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions. 
 

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 18 
Subject Classification Description Revisions and Retitle: 

Irrigation Systems Specialist to Irrigation Specialist 
Cyclical Study 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

 
BACKGROUND 
Attached for your approval are the classification revisions for Irrigation Systems Specialist. 
 
As part of the cyclical review process, we are reviewing classifications in the Facilities Operations 
job discipline.  Grounds Operations provides landscaping maintenance, power washing, tree 
maintenance/trimming/pruning, and pest control services.  It is the Department’s mission to 
provide a safe and comfortable learning environment for all students and staff at SMC.  The 
Irrigation Systems Specialist performs journey level tasks associated with pipefitting and sprinkler 
systems. 
 
The Irrigation Systems Specialist classification was established in 1982. This classification has 
been revised three times since its establishment. The most recent revision was approved in 
2019. There is currently one permanent incumbent in this classification. 
 
METHODOLOGY 
This study was scheduled in the cyclical review calendar for Fiscal Year 2024-25. The incumbent 
and CSEA were invited to participate in a class study orientation on November 20, 2024, to 
discuss the purpose of the study, methodology, timelines, possible outcomes, implications, and 
frequently asked questions.  The incumbent was asked to complete a Position Description 
Questionnaire by December 4, 2024. 
 
Personnel Commission staff consulted with Terry Kamibayashi, Director of Facilities, 
Maintenance & Operations (interim) and Jaime Luis, Grounds Manager (former), to discuss the 
classification description. In addition, department management was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Revisions are proposed to clarify the distinguishing characteristics, duties assigned, 
supervision, knowledge & abilities, the minimum qualifications and working environment 
required of the job to more accurately reflect the nature of the work required.  
 
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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RESULTS 
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the 
distinguishing characteristics, essential duties, supervision, KSAs (Knowledge, Skills and Abilities), 
minimum qualifications and working environment. 
 
The salary survey of standard benchmark agencies resulted in comparable matches, which are 
identified and presented below, with some variability in assigned functions but with comparable 
levels of responsibility.  
 

AGENCY  JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

Santa Monica College  Irrigation Systems Specialist $5,739 $6,975 $6,357 26,748 
Foothill De Anza CCD Grounds Gardener III $5,161 $6,832 $5,997 31,134 
Long Beach City 
College 

Irrigation and Grounds 
Maintenance Technician $4,895 $6,019 $5,457 26,189 

Mt. San Antonio 
College Irrigation Specialist $4,785 $6,124 $5,455 38,269 

North Orange County 
CCD Irrigation Specialist $5,528 $6,653 $6,091 43,148 

Pasadena City College Irrigation Specialist $4,878 $5,378 $5,128 26,522 
Santa Barbara City 
College 

Senior Grounds Maintenance 
Worker $5,395 $6,570 $5,982 16,835 

Ventura County CCD Sprinkler Repair Technician $4,587 $6,334 $5,461 32,977 
  Average $5,033 $6,273 $5,653  

  25th Percentile $4,831 $6,071 $5,456  

  50th Percentile $4,895 $6,334 $5,461  

  75th Percentile $5,208 $6,586 $5,985  

  80th Percentile $5,348 $6,636 $5,994  

  90th Percentile $5,448 $6,725 $6,034  

  SMC % RANK 100% 100% 100%  

  SMC Difference From AVG 12.3% 10.1% 11.1%  

  SMC Difference From MED 14.7% 9.2% 14.1%   
 
 
The current salary range for the Irrigation Systems Specialist is Range 33 on the Classified 
Employee Salary Schedule.  In this survey, SMC is in the 100th median percentile compared to all 
benchmark agencies with comparable classifications; that is, none of the market comparables 
were paid higher than the SMC classification. 
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SALARY ALLOCATION 
Based on median percentile ranking at the 100th percentile, salary reallocation is not 
recommended given that the current salary meets the District’s goal to target the 70th 
percentile.  
Cyclical review results have been sent to the incumbent, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN  MAX  
% DIFF 

BETWEEN 
LEVELS 

Grounds Manager M15 $7,583 $9,217 18.60% 
Grounds Supervisor M8 $6,394 $7,772 11.41% 
Senior Grounds Equipment Operator 33 $5,739 $6,975 0.00% 
Irrigation Specialist* 33 $5,739 $6,975 15.75% 
Grounds Equipment Operator 27 $4,958 $6,026 13.07% 
Grounds Worker 22 $4,385 $5,330  

*Proposed retitle 
 
RECOMMENDATION 
It is recommended that the Commission approve the proposed classification description 
revisions and title change. 
 

Disposition by the Commission 
Motion Made By Joy Abott 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 19 
Subject Request for Approval of Abolishing Classification: 

Grounds Supervisor 
Cyclical Review 

Date May 21, 2025 
To Members of the Personnel Commission 
From Carol Long, Director of the Personnel Commission 
By José A. Guzmán, Personnel Analyst 

 
BACKGROUND 
 
As scheduled on the annual cyclical study calendar, Commission staff has conducted a review of 
the classifications in the Facilities Operations job discipline which includes the Grounds 
Supervisor. During the process Commission staff noted the following:  

• This classification has been vacant since 11/2/2023. 
• Duties related to supervising, coordinating and evaluating staff have been absorbed into 

the recently created Grounds Manager classification. 
• The Grounds Manager classification was created as part of the Facilities reorganization 

project to replace and expand the scope of the Grounds Supervisor. 

There are currently no eligibility lists or reemployment lists for this classification. A 
recommendation to abolish this classification was sent for review to Department leadership, 
Business Services, Human Resources, and the College Superintendent/President. 
RECOMMENDATION 
It is recommended that the Personnel Commission approve abolishing the Grounds Supervisor 
classification. 
 

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 20 
Subject Personnel Commission Meeting Dates 
Date May 21, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The date for the Personnel Commission Meeting in June has been changed from June 18, 2025 
to June 25, 2025. 
 
Commission Staff is presenting the meeting calendar for Fiscal Year 2025-2026 for review. 
 

Month Day Year Time Meeting Location 

July 16 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

August 20 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

September 17 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

October 15 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

November 19 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

December 17 2025 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

January 21 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

February 18 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

March 18 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

April 15 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

May 20 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 

June 17 2026 12:00 PM 
1900 Pico Blvd 

Business Rm 117 
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V.Consent Agenda  
Report 

Number Subject 
Page 

Number 
21 Advisory Item: Classification Study List 133 
22 Examination Schedule 137 
23 Extension of Eligibility Lists 138 

24 Ratification of Working Out of Class and  
Internal Limited Term Assignments 139 

25 Ratification of Limited Term Assignments 141 
26 Appointment to Limited Term Assignments 142 
27 Ratification of Meeting Minutes 143 
28 Personnel Commission Project Tracking 144 

 
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  21 
Subject Advisory Item: Classification Study List 
Date  May 21, 2025 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 

Job Discipline Title Type Start Date Actual Start 
Date 

Requested  
Extension 

Date 
Completed Progress Agenda 

Date 

KCRW 
KCRW Radio Media 
and Public Relations 

Officer 
Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 

Review   

KCRW 
KCRW Radio 

Programming 
Assistant 

Cyclical Review Jun-24 6/7/2024   4/1/2025 Stakeholder 
Review   

KCRW 
KCRW Radio 

Programming 
Technician 

Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 
Review   

KCRW 
KCRW Radio Services 

Assistant Cyclical Review Jun-24 6/7/2024   4/24/2025 
Stakeholder 

Review   

KCRW 
KCRW Radio Station 
Assistant Director Cyclical Review Jun-24 6/7/2024   4/24/2025 

Stakeholder 
Review   

KCRW KCRW Radio Station 
Assistant Engineer Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 

Review   
KCRW KCRW Radio Station 

Director 
Cyclical Review Jun-24 6/7/2024   4/1/2025 Stakeholder 

Review   
KCRW KCRW Radio Station 

Engineer 
Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 

Review   

KCRW 
KCRW Radio Station 
Operations Manager Cyclical Review Jun-24 6/7/2024   4/1/2025 

Stakeholder 
Review   

KCRW 
KCRW Radio Station 
Recording Engineer Cyclical Review Jun-24 6/7/2024   4/1/2025 

Stakeholder 
Review   

KCRW 
KCRW Radio 

Subscription Services 
Senior Specialist 

Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 
Review   

KCRW KCRW Radio Website 
News Producer Cyclical Review Jun-24 6/7/2024   4/24/2025 Stakeholder 

Review   

KCRW Radio Engineer 
Manager Cyclical Review Jun-24 6/7/2024     Research & 

Planning   
Facilities Operations Director of Facilities 

Operations 
Cyclical Review Oct-24 2/25/2025     Stakeholder 

Review   
Facilities Operations Grounds Equipment 

Operator 
Cyclical Review Oct-24 12/4/2024   4/1/2025 Stakeholder 

Review   

Facilities Operations Grounds Manager Cyclical Review Oct-24 12/4/2024     Stakeholder 
Review   

Facilities Operations Grounds Supervisor Cyclical Review Oct-24 12/4/2024     Stakeholder 
Review   

Facilities Operations Grounds Worker Cyclical Review Oct-24 12/4/2024   4/1/2025 Stakeholder 
Review   

Facilities Operations Irrigation Systems 
Specialist 

Cyclical Review Oct-24 12/4/2024   4/1/2025 Stakeholder 
Review   

Facilities Operations Recycling Program 
Specialist 

Cyclical Review Oct-24       Stakeholder 
Review   

Facilities Operations 
Senior Grounds 

Equipment Operator Cyclical Review Oct-24 12/4/2024   4/1/2025 
Stakeholder 

Review   

Transportation Shuttle Driver Cyclical Review Oct-24 11/15/2024   2/13/2025 
Post 

Approval 4/23/2025 

Transportation 
Transportation 

Operations 
Coordinator 

Cyclical Review Oct-24 11/15/2024   2/13/2025 PC Agenda 5/21/2025 
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Warehouse & Mail 
Lead Receiving, 

Stockroom & 
Delivery Worker 

Cyclical Review Oct-24 11/13/2024   2/13/2025 PC Agenda 5/21/2025 

Warehouse & Mail 
Receiving, 

Stockroom & 
Delivery Worker 

Cyclical Review Oct-24 11/13/2024   2/13/2025 PC Agenda 5/21/2025 

Campus Store Bookstore 
Clerk/Cashier 

Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 
Review   

Campus Store 
Campus Store 

Assistant Manager Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 
Review   

Campus Store 
Campus Store 

Manager Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 
Review   

Campus Store Campus Store 
Operations Assistant Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 

Review   

Campus Store 
Campus Store 

Operations 
Coordinator 

Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 
Review   

Campus Store Course Materials 
Buyer Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 

Review   
Campus Store Customer Services 

Assistant 
Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 

Review   
Campus Store Merchandising Buyer Cyclical Review Jan-25 2/19/2025 3/17/2025   Stakeholder 

Review   

Facilities Operations 
Assistant Director of 
Facilities Operations Cyclical Review Jan-25 2/25/2025     Research & 

Planning   

Facilities Operations 
Custodial Operations 

Manager Cyclical Review Jan-25 2/25/2025     Research & 
Planning   

Facilities Operations Custodial Operations 
Supervisor Cyclical Review Jan-25 2/25/2025     Research & 

Planning   
Facilities Operations Custodian Cyclical Review Jan-25 2/25/2025 3/19/2025   Research & 

Planning   
Facilities Operations Lead Custodian Cyclical Review Jan-25 2/25/2025 3/19/2025   Research & 

Planning   

IT Infrastructure 
Network 

Communications 
Technician I 

Cyclical Review Jan-25 2/25/2025     Research & 
Planning   

IT Infrastructure 
Network 

Communications 
Technician II 

Cyclical Review Jan-25 2/25/2025     Research & 
Planning   

IT Infrastructure 
Network 

Communications 
Technician III 

Cyclical Review Jan-25 2/25/2025     Research & 
Planning   

IT Network Services Director of Network 
Services Cyclical Review Jan-25 2/25/2025     Research & 

Planning   
IT Network Services Information Systems 

Administrator 
Cyclical Review Jan-25 2/19/2025     Research & 

Planning   
IT Network Services Information Systems 

Engineer 
Cyclical Review Jan-25 2/19/2025 3/3/2025   Research & 

Planning   

IT Network Services 
Media Resources 

Assistant Cyclical Review Jan-25       Upcoming   

IT Network Services 
Network 

Administrator Cyclical Review Jan-25 2/19/2025     Research & 
Planning   

IT Network Services Network Analyst Cyclical Review Jan-25 2/19/2025     Research & 
Planning   

IT Network Services Network Engineer Cyclical Review Jan-25 2/19/2025     Research & 
Planning   

IT Network Services Network Services 
Manager 

Cyclical Review Jan-25 2/25/2025     Research & 
Planning   

Purchasing Asset Manager Cyclical Review Jan-25 1/30/2025   5/2/2025 PC Agenda 5/21/2025 

Purchasing Buyer I Cyclical Review Jan-25 1/30/2025   5/2/2025 PC Agenda 5/21/2025 

Purchasing Buyer II Cyclical Review Jan-25 1/30/2025 2/25/2025 5/2/2025 PC Agenda 5/21/2025 
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Purchasing 
Director of 

Procurement, 
Contracts & Logistics 

Cyclical Review Jan-25 1/30/2025   5/2/2025 
Stakeholder 

Review   

Purchasing Property Clerk Cyclical Review Jan-25 1/30/2025   5/2/2025 PC Agenda 5/21/2025 

Purchasing Senior Buyer Cyclical Review Jan-25 1/30/2025 2/25/2025 5/2/2025 PC Agenda 5/21/2025 

IT MIS 
Associate 

Programmer Analyst Cyclical Review Mar-25       Upcoming   

IT MIS 
Chief Director of 

Information 
Technology 

Cyclical Review Mar-25       Upcoming   

IT MIS 
Database 

Administrator Cyclical Review Mar-25       Upcoming   
IT MIS Database Analyst Cyclical Review Mar-25       Upcoming   

IT MIS 
Director of 

Management 
Information Systems 

Cyclical Review Mar-25       Upcoming   

IT MIS 
Entertainment 

Technology Services 
Manager 

Cyclical Review Mar-25       Upcoming   

IT MIS 
Information Systems 

Security Officer Cyclical Review Mar-25       Upcoming   
IT MIS IT Project Analyst Cyclical Review Mar-25       Upcoming   

IT MIS 
Management 

Information System 
(MIS) Manager 

Cyclical Review Mar-25       Upcoming   

IT MIS 
Principal 

Programmer Analyst Cyclical Review Mar-25       Upcoming   
IT MIS Programmer Analyst Cyclical Review Mar-25       Upcoming   
IT MIS 

Senior Programmer 
Analyst Cyclical Review Mar-25       Upcoming   

IT User Support 
Multimedia 
Specialist Cyclical Review Mar-25       Upcoming   

IT User Support 
Senior Technology 

User Support 
Specialist 

Cyclical Review Mar-25 11/3/2023     Upcoming   

Reprographics Reprographics 
Supervisor Cyclical Review Mar-25   5/7/2025   Research & 

Planning   
Reprographics Reprographics 

Technician 
Cyclical Review Mar-25   5/7/2025   Research & 

Planning   
Reprographics Senior Reprographics 

Technician 
Cyclical Review Mar-25   5/7/2025   Research & 

Planning   

Student Services 
Assessment Center 

Supervisor Cyclical Review Mar-25 3/31/2025   4/16/2025 PC Agenda 5/21/2025 

Student Services 
Cosmetology 

Assistant Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services DSPS Manager Cyclical Review Mar-25 3/31/2025     Research & 
Planning   

Student Services EOPS Specialist Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services EOPS Supervisor Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services 
Senior EOPS 

Specialist Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services 
Senior Student 

Services Specialist - 
Assessment Services 

Cyclical Review Mar-25 3/31/2025   4/16/2025 PC Agenda 5/21/2025 

Student Services 
Senior Veterans 

Resource Specialist Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services 
Student Judicial 
Affairs Specialist Cyclical Review Mar-25 3/31/2025 5/15/2025   Research & 

Planning   
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Student Services Student Services 
Specialist 

Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Student Services 
Transfer & 
Articulation 

Specialist 
Cyclical Review Mar-25 3/31/2025 5/2/2025   Research & 

Planning   

Student Services 
Veterans Resource 

Specialist Cyclical Review Mar-25 3/31/2025 4/25/2025   Research & 
Planning   

Accounting & 
Finance Budget Technician New Class         Upcoming   

IT Network Services Media Resources 
Assistant Position Review   3/7/2025   3/31/2025 Post 

Approval 4/16/2025 

Personnel/Human 
Resources 

Professional 
Development 
Coordinator 

Position Review         Upcoming   

Specialized Programs 
Senior Career 

Services Advisor Position Review   6/11/2024 3/17/2025 1/21/2025 
Stakeholder 

Review   
Instructional 

Resources 
Instructional Media 

Specialist Salary Reallocation   10/11/2023     Research & 
Planning   

 
 
 
 
 
 
*Reformatted 5/23/2025. 
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Agenda Report Number  22 
Subject Examination Schedule 
Date  May 21, 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 
Custodial Operations Manager Promotional and Open 3 weeks 
Grounds Manager Promotional 3 weeks 
Instructional Tutor – English Promotional and Open 3 weeks 
Mail Services Worker II Promotional 3 weeks 
Programmer Analyst Promotional 3 weeks 
Senior Programmer Analyst Promotional 3 weeks 
Tutoring Coordinator – Math Promotional and Open 3 weeks 
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Agenda Report Number  23 
Subject Extension of Eligibility Lists 
Date  May 21, 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 
Administrative Assistant I 
(Promotional) 6/18/2025 6/18/2025 1 1 9/18/2025 

Administrative Assistant I (Open) 6/18/2025 6/18/2025 12 5 9/18/2025 
EOPS Supervisor (Promotional) 6/10/2025 6/10/2025 1 1 12/10/2025 
Human Resources Technician 
(Promotional) 6/22/2025 6/22/2025 3 3 9/22/2025 

Laboratory Technician – Life 
Science 

6/18/2025 6/18/2025 13 7 9/18/2025 

Laboratory Technician – Photo 5/25/2025 5/25/2025 11 4 8/25/2025 
Production Manager 
(Promotional) 6/9/2025 6/9/2025 1 1 12/9/2025 

Program Coordinator – 
Workforce and Economic 
Development (Promotional) 

6/22/2025 6/22/2025 2 2 9/22/2025 

Supplemental Instruction 
Coordinator 

12/18/2024 6/18/2025 9 6 9/18/2025 

 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   
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:  
 

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,  
3. underrepresented groups, or non-traditional candidates;  
4. 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  24 
Subject  Ratification of Working Out of Class and  

Internal Limited Term Assignments 

Date  May 21, 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 
Rafal Karpinski, Information 

Technology Support Specialist 
Senior Information Technology 

Support Specialist 
07/01/2025 to 07/31/2025 

Angela Lee,  
Administrative Assistant I 

Human Resources Specialist 
(Substitute Assignment) 05/16/2025 to 06/30/2025 

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

II. Correction to Provisional Working out of Class Assignment    

Name/Permanent Class Provisional WOC 
Assignment* 

Dates of Current 
Assignment 

Corrected Dates of 
Assignment 

Vina Chin, 
Human Resources 

Analyst – Employee 
and Labor Relations 

(Confidential) 

Director of Human 
Resources 

02/05/2025 to 
05/14/2025 

 
02/05/2025 to 

04/30/2025 

Karen Monzon, 
Human Resources 

Analyst – Employee 
and Labor Relations 

(Confidential) 

Director of Human 
Resources 

05/07/2025 to 
06/30/2025 

 
05/01/2025 to 

06/30/2025 

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

III. Extension to Provisional Working out of Class Assignment    

Name/Permanent Class Provisional WOC 
Assignment* 

Dates of Current 
Assignment 

Extended Dates  

Pier Johnson-Bruce, 
Mail Service Worker II Shuttle Driver 11/01/2024 to 

04/17/2025 
04/18/2025 to 

05/15/2025 
*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 25 
Subject Ratification of Limited Term Assignments 
Date May 21, 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 
Administrative Assistant I Academic Affairs 5/8/2025-6/30/2025 
Program Specialist SMC/UCLA STEM INITIATIVE 11/18/2024-6/30/2025 
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Agenda Report Number 26 
Subject Appointment to Limited Term Assignments 
Date May 21, 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 
Jessica Balsam Administrative Assistant I Academic Affairs 5/8/2025-6/30/2025 
Hannah Kiss Program Specialist SMC/UCLA STEM INITIATIVE 11/18/2024-6/30/2025 
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Agenda Report Number 27 
Subject Ratification of Meeting Minutes 
Date May 21, 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. 4-16-2025 Regular Meeting 
2. 4-23-2025 Special Meeting Minutes 
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Agenda Report Number 28 
Subject Personnel Commission Project Tracking 
Date May 21, 2025 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 
Recruitment 

Title Assigned to Open Date Close Date 
Case Manager OV 5/8/2025 5/29/2025 
Community College Police Officer JG 10/30/2023  

Custodial Operations Manager JG   

Custodian JG   

Database Administrator JL 4/2/2025 4/23/2025 
Director of Human Resources JL 3/11/2025 4/7/2025 
Electrician AF   

Enrollment Services Specialist OV   

Events Assistant TM  6/30/2025 
Grounds Manager JG   

Human Resources Specialist TM 5/2/2025 5/22/2025 
Instructional Tutor-English TM   

Lead Custodian TM 2/7/2025 3/3/2025 
Mail Services Worker II AF   

Shuttle Driver TM 3/10/2025 3/28/2025 
Theatre Technical Specialist (Cont.) TM  6/30/2025 
Tutoring Coordinator-Math TM   
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VI. Closed Session Start Time: 1:05 PM 
 
Disposition by the Commission 
Motion Made By   Joy Abbott 
Seconded By   Lawrence Leone 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
 
 
Pursuant to GC 54957 –  
Public employee appointment, employment, evaluation of performance, discipline, or dismissal  
 
 
Closed Session End Time: 1:37 PM 
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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VII.Adjournment at 1:41 PM 
 
Disposition by the Commission 
Motion Made By   Joy Abbott 
Seconded By   Deborah Jansen 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
 
Day Month Date Year Time Venue 

Wednesday June 25 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117 

 
 
As required by law, the agenda for the May 21, 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.  
 


