Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, July 17, 2024

Public Session: 12:00 p.m.
A. Organizational Functions
1.Call to Order at 12:01 p.m.

2.Roll Call
Commissioners Present Absent
Dr. Joseph Metoyer Jr., Chair X

Joy Abbott, Vice Chair
Barbara Greenstein
Deborah Jansen
Lawrence Leone

B. Director’s Report

XXX |[X

Classification Studies

Staff presented six classification revisions for Tutoring Coordinators, which are part of the
current cyclical reviews. Minor classification revisions for Sign Language Interpreter Il and
Theater Operations Assistant, in preparation for upcoming recruitments were presented for
approval, they were not part of the current cyclical classification reviews.

The final Occupational Groups that remain in the first cycle of cyclical review include:
e Health Services
e Performing Arts Management
e Student Services Clerk
e Student Services Assistant
e KCRW Classifications

Reviews in process that are outside of the cyclical studies include requests for two new
classifications, five classification revisions, five position reclassifications — four of which will
require creation of new classifications if the reclassification is granted, and four requests for
salary reviews of individual positions. Currently there are nine classification studies that are in
the process of being reviewed by management or CSEA stakeholders.

Recruitment
Two eligibility lists were brought forward for approval. There are seven recruitments in process,
and four more upcoming recruitments.

Merit Rules Advisory Committee Update

The Merit Rules Advisory Committee has completed review of all chapters except for Chapter 10
(Evaluations), Chapter 11 (Leaves), and the Definitions section of Chapter 1. The Committee is
currently reviewing Chapter 11, and then planning to move forward with the Definitions Section
of Chapter 1. Chapter 10 is currently on hold while aspects of the evaluation process are being
reviewed.
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C. Public Comments: Non-Actionable Items from those in attendance.
1. Longevity-July 2024

5 YEARS
Lindsay Poland, International Student Services Specialist, International Education Center

10 YEARS
Donatas Bukauskas, Instructional Tutor-Math, Supplemental Instruction
Endah Redjeki, Dance Production Specialist, Academic Affairs

15 YEARS
Matthew Wong, Network Communications Technician I, Technical Support Services

D. Comments from the Vice President of Human Resources
No Comments
E. Comments from the President of CSEA
No Comments
F. Comments from the President of Management Association
Commented on his appreciation for Classified Colleagues via the Q & A function.
G. Comments from Personnel Commission Staff
No Comments
H. Comments from the Personnel Commissioners

Commissioner Leone addressed the commission to express his pleasure with the current
work being done by the Merit Rules Advisory Committee.

Commissioner Abbott stated that participation in Commission meetings has decreased and
asked if we can start allowing meeting participants into Room 117. It was noted and the
question will be brought to Campus Counsel.
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Agenda Reports: Major Items of Business

uly 17, 2024

Report _ Page
Nu:wber Subject Numgber
1 Advisory Item: Update on Cyclical Classification Studies **Agenda Report #20 4

was pulled and moved up as reference for the Advisory ltem**
Request for Approval of Abolishing Classification:
2 . . . . 5
Director of Facilities Maintenance and Operations
3 Classification Description Revisions and Retitle: 6
Theatre Arts Operations Assistant to Theater Arts Operations Assistant
4 Classification Description Revisions: 15
Tutoring Coordinator — Math
5 Classification Description Revisions: 55
Tutoring Coordinator — English and Humanities
6 Classification Description Revisions: 35
Tutoring Coordinator — Learning Disabilities
7 Classification Description Revisions: Tutoring Coordinator — Business 45
g Classification Description Revisions: 54
Tutoring Coordinator — Modern Language
9 Classification Description Revisions: Tutoring Coordinator — Science 63
10 Classification Description Revisions: Sign Language Interpreter ll| 72
Request for Approval of Advanced Step Placement:
11 - 81
Database Administrator
J.  Consent Agenda
Report . Page
Nu:wber Subject Numgber
12 Examination Schedule 83
13 Ratification of Eligibility Lists 84
14 Extension of Eligibility Lists 85
15 Ratification of Meeting Minutes 86
Ratification of Working Out of Class and
16 . . 87
Internal Limited Term Assignments
17 Appointments to Provisional Assignments 89
18 Ratification of Limited Term Assignments 92
19 Appointments to Limited Term Assignments 94
20 Personnel Commission Project Status Report 96
**Pylled and moved up to Agenda Item #1**
K. Public Comments on Closed Session ltem
L. Moved to Closed Session: Public Employee Performance Evaluation,
pursuant to GC 54957 Director of the Personnel Commission
M. Adjournment
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Agenda Report Number 1
Subject Advisory Item: Update on Cyclical Classification Studies
Date July 17, 2024
To Members of the Personnel Commission
Carol Long,
From . I
Director of the Personnel Commission

Current Reviews

Reviews for the Instructional Assistants and Performing Arts non-management classifications have
been completed. The final group of Instructional Assistants includes six Tutoring Coordinator
classifications. Reviews have been completed for this group, and final recommendations are being
presented at today’s meeting.

| have listed below the remaining occupational groups from our first cycle of classification
reviews. Orientations have been held for these occupational groups, and fact-finding is currently
in process.

e Performing Arts Management
e Health Services

e Student Services Clerks

e Student Services Assistants

o KCRW

Performing Arts Management and Health Services will move forward first. We anticipate bringing
forward both of these groups within the next couple of months.

Preparation for our Second Round of Cyclical Reviews

During the past few weeks, Personnel Commission staff met with both CSEA and senior staff to
review recommendations for our upcoming calendar, and to discuss some of our current
processes and consider recommendations for changes prior to the start of this next round of
reviews.

A few questions were raised about the upcoming calendar, asking if considerations can be made
to schedule reviews around department blackout dates, and any current or upcoming
department restructuring. In addition, we were asked to ensure management classifications were
reviewed within the same time frame as the non-management classifications within the same
occupational group. Concerns were also raised about a few individual classifications that had not
been reviewed within the first cycle, or had been reviewed early in the first cycle, but were not
scheduled to be reviewed again until near the end of the second cycle. All issues presented will
be reviewed and responded to prior to finalizing our calendar for the upcoming fiscal year.
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Agenda Report Number | 2
Subject Request for Approval of Abolishing Classification:
Director of Facilities Maintenance and Operations
Date July 17, 2024
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission
BACKGROUND

OnJune 21, 2023, the Personnel Commission approved the creation of multiple new
management classifications in the Facilities and Operations disciplines, in response to a request
from the Vice President of Business and Administration to facilitate a reorganization plan. This
reorganization was designed to enhance efficiency and retention and provide potential
promotional opportunities within the Facilities Maintenance and Operations management series.
One of the outcomes included the creation of two new classifications: the Director of Facilities
Maintenance and Director of Facilities Operations. Both of these Director positions have now
been filled. The Personnel Commission is now requesting that the Director of Facilities
Maintenance and Operations classification be abolished.

e The Director of Facilities Maintenance and Operations classification has been vacant
since 10/1/2022.

e Duties related to oversight of both the Maintenance and Operations departments are
currently performed by the Director of Facilities Maintenance and the Director of
Facilities Operations.

There are currently no active eligibility lists. The recommendation to abolish this classification
was sent for review to the Vice President of Business and Administration and the Vice President
of Human Resources.

RECOMMENDATION
It is recommended that the Personnel Commission approve abolishing the Director of Facilities
Maintenance and Operations classification.

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 3
Subject Classification Description Revisions and Retitle:
Theatre Arts Operations Assistant to Theater Arts Operations Assistant
Date July 17, 2024
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission
By August Faustino, Personnel Analyst
BACKGROUND

Attached for your approval is a revised classification description and retitle request for Theater
Arts Operations Assistant. The Personnel Commission is recruiting to fill one vacancy for this
classification. This classification was originally created in November 2023.

METHODOLOGY

Personnel Commission staff met with Rob Rudolph, Director, Facilities Programming to review
the classification description and to determine if the duties, minimum qualifications, and
knowledge, skills, and abilities listed still accurately reflect the expectations of the job. Minor
changes are being requested to clarify essential duties and abilities.

RESULTS

Revisions are being recommended to the essential duties and abilities sections, in order to clarify
the language. Classification revisions were sent for review to Rob Rudolph, Director of Facilities
Programming, and CSEA.

RECOMMENDATION
It is recommended that the Commission approve the proposed class description revisions and
retitle for Theatre Arts Operations Assistant.

Disposition by the Commission

Motion Made By Barbara Greenstein
Seconded By Deborah Jansen
Ayes 5

Nays 0

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

Fheatre-Arte Operations-AssistantTheater Arts Operations Assistant

| CONCEPT OF THE CLASS |

Under general supervision, this position performs a variety of specialized theaire duties to support
the Feeatre-T hegler Arts department, which involves marketing and publicizing theatre events and
activities, relationship building with industry parners, applying for production rights, records
management, and outreach.

DISTINGUISHING CHARACTERISTICS

A Fheatre [heater Arts Operations Assistant performs specialized duties to support the
Theatre Arts department in general operations and in theatre productions.

A Fheatre- Theater Technical Specialist performs technical duties in a specialized area of
theatre production, including audio, elecirical or rigging for productions and events.

ESSENTIAL DUTIES

Compiles data related to theatrical productions, prepares informational and or descriptive
statistical reports; maintains records of box office receipts, departmental requisitions, invoices,
budget accounts and inventory; communicates with vendors in collaboration with procurement
department; places service callafwork orders.

Performs a variety of clerical duties for the Department of TheateeTheater Arts; maintains
databases and spreadsheets; composes, edits and formats letters, emails, reports; proofreads
and edits documents, organizes and disseminates information; creates, formats and distributes
meeting agendas and minutes; attends meetings and maintains background and historical
materials/documentation.

Coordinates writing and design of departmental promotional materialz; maintains and updates
Theatra-Theater Arts Department website and bulletin boards, ensuring accessibility.

Develops engaging and creative content campaigns for social media accounts to showcase
Thaatra-Theater Arts Department activities and productions; responds to comments and
messages from followers in a timely manner to boost engagement and drive future traffic.

Agsists in developing and monitoring individual budgets for deparimental productions, compiles
and organizes budget information.

Identifies and locates the copyright holders for specific theatrical works to be performed; prepares
and applies for theatrical license rights, follows up to ensure the college is compliant with
licensing reguirements.

Creates and maintains primary departmental production calendar including all presentations,
productions and performance planning critical dates.

Develops and fosters relationships with industry and community partners and other educational
institutions to improve aspects of performance operations and promote theatrical productions.
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Provides logistical production support in the form of cormesponding with organizers, scheduling,
venue usage, technical support, procuring production materials and organizing travel for
performances, festivals and competitions.

Participates in departmental outreach activities with youth summer camps and area high schools
to increase attendance at Fheadra-T healer for the Younger Audience events and to support
college regular and dual enroliment efforts.

Participates with faculty and department management in strategy development for new innovative
programs; researches and gathers related information for department planning and production
meetings.

May pariicipate in off-site Heestre-Theater Ars oufreach and festival aclivities.

Performs other related duties as requested or assigned.

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

SUPERVISION

Level of Supervision Received
Positions in this classification receive general supervision from the Director of Facilities
Programming or assigned adminiztrator.

Level of Supearvision Exercised
Positions in this classification do not supervise other classified positions.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
LhaateTheater and entertainment industry principles, practices and terminclogy
Rules, processes and procedures for obtaining theatrical perfformance rights

Current trends and practices in social media and other emerging technologies related to digital
marketing

Principles of marketing, promotion and adwvertising

Rules, regulations, laws and policies governing community college districts

Customer service principles and technigues

Modern office procedures, practices and eguipment

Records management practices and procedures including electronic filing practices

English usage, vocabulary, spelling, grammar and punctuation

Basic bookkeeping practices and procedures

Computer applications and programs that support this level of work including creating and editing

documents, spreadsheet, presentation, data management, document scanning and weblvideo
conferencing
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Ability to:

Set priorities and independently manage time and work in a fast-paced and busy environment
with multiple tasks and interruptions

Communicate effectively, both orally and in writing
Craft zocial media content and engage with online users

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

Interpret and follow oral and written instructions
Exercize sound independent judgment within assigned areas of responsibility
Role model exceptional intermal and external customer service

Travel and work within service area of the disfrict

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and
participate in related training

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

MINIMUM QUALIFICATIONS

Education Requirement:
High school diploma or equivalent. An agsociate’s degree in theatre-theater artg, liberal arts,
communication, business administration or a closely related field is preferred.

Experience Reguirament:
Two years of clerical experience in an academic theatrstheater department, performing aris
center or other entertainment-oriented productions, activities, and events.

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

Licensure and/or Certification:
Mone

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosura:

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

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

CLASS DETAIL |

Job Family: Community Outreach
FLSA Status: MNon-exempt
Personnel Commission Approval Date; MNovember 1, 2023
Class History: MNew Class

Revision Date(s): THT724Mens

10



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, July 17, 2024

Santa Monica Community College District
Personnel Commission

Theater Arts Operations Assistant

| CONCEPT OF THE CLASS |

Under general supervision, this position performs a variety of specialized theatre duties to support
the Theater Arts department, which involves marketing and publicizing theatre events and activities,
relationship building with industry partners, applying for production rights, records management,
and outreach.

DISTINGUISHING CHARACTERISTICS

A Theater Arts Operations Assistant perfforms specialized duties to support the Theatre Ars
department in general operations and in theatre productions.

A Theater Technical Specialist performs technical duties in a specialized area of theatre
production, including audio, electrical or rigging for productions and events.

ESSENTIAL DUTIES

Compiles data related to theatrical productions, prepares informational and or descriptive
statistical reports; maintains records of box office receipts, departmental requisitions, invoices,
budget accounts and inventory; communicates with vendors in collaboration with procurement
department; places service callzfwork orders.

Performs a variety of clerical duties for the Depariment of Theater Ars; maintaing databases and
spreadsheets; composes, edits and formats letters, emails, reports; proofreads and edits
documents, organizes and disseminates information; creates, formats and distributes meeting
agendas and minutes; attends meetings and maintains background and historical
materialsidocumentation.

Coordinates writing and design of departmental promotional materials; maintains and updates
Theater Arts Department website and bulletin boards, ensuring accessibility.

Develops engaging and creative content campaigns for social media accounts to showcase
Theater Arts Department activities and productions; responds to comments and messages from
followers in a timely manner to boost engagement and drive future traffic.

Assists in developing and monitoring individual budgets for deparimental productions, compiles
and organizes budget information.

Identifies and locates the copyright holders for specific theatrical works to be performed; prepares
and applies for theatrical license rights, follows up to ensure the college is compliant with
licensing reguirements.

Creates and maintains primary departimental production calendar including all presentations,
productions and performance planning critical dates.

Develops and fosters relationships with industry and community partners and other educational
institutions to improve aspects of perfformance operations and promote theatrical productions.

11
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Provides logistical production support in the form of corresponding with organizers, scheduling,
venue usage, technical support, procuring preduction materials and organizing travel for
performances, festivals and competitions.

Participates in departmental outreach activities with youth summer camps and area high schools
to increase attendance at Theater for the Younger Audience events and to support college
regular and dual enroliment efforts.

Participates with faculty and depariment management in strategy development for new innovative
programs; researches and gathers related information for department planning and production
meetings.

May participate in off-site Theater Arts outreach and festival activities.

Performs other related duties as requested or assigned.

Examples of essential dufies are descriptive and not resirictive in nature and are generally listed
in descending order of imporiance.

SUPERVISION

Level of Supervision Received
Positions in this classification receive general supervision from the Director of Facilities
Programming or assigned administrator.

Level of Supervision Exercised
Positions in this classification do not supervize other classified positions.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Theater and entertainment industry principles, practices and terminclogy
Rules, processes and procedures for obtaining theatrical perfformance rights

Current trends and practices in social media and other emerging technologies related to digital
marketing

Principles of marketing, promotion and advertising

Rules, regulations, laws and policies govemning community college districts

Customer service principles and technigues

Modern office proceduras, practices and eguipment

Records management practices and procedures including electronic filing practices

Englizh usage, vocabulary, spelling, grammar and punctuation

Basic bookkeeping practices and procedures

Computer applications and programs that support this level of work including creating and editing

documents, spreadsheet, presentation, data management, document scanning and weblvideo
conferencing

12
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Ability to:

Set priorities and independently manage time and work in a fast-paced and busy environment
with multiple tasks and interruptions

Communicate effectively, both orally and in writing
Craft social media content and engage with online users

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

Interpret and follow oral and written instructions

Exercizge sound independent judgment within assigned areas of responsibility
Role model exceptional internal and external customer service

Travel and work within service area of the district

Demonsirate knowledge of diversity, equity, inclusion, and accessibility principles and
participate in related fraining

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

MINIMUM QUALIFICATIONS

Education Reguirement:
High school diploma or equivalent. An associate’'s degree in theater arts, liberal arts,
communication, business administration or a closely related field is preferred.

Experience Requirement:
Two years of clerical experience in an academic theater depariment, performing arts center or
other entertainment-oriented productions, activities, and events.

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

Licensure and/or Certification:
Mone

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:;

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

13
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Normal Office Environment:

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

quiet.
CLASS DETAIL |
Job Family: Community Outreach
FLSA Status: Mon-exempt
Personnel Commission Approval Date: MNovember 1, 2023
Class History:
Revision Date(s): THTi24

14
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Agenda Report Number 4
Subject Classification Description Revisions: Tutoring Coordinator — Math
Date July 17, 2024
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 Tutoring Coordinator — Math.

As part of the cyclical review process, we are reviewing classifications in the Tutoring
Coordinator job discipline. The Tutoring Coordinator — Math coordinates the daily operations of
the Math Tutoring Center providing and promoting tutorial services to help students achieve
academic success, and provides guidance and lead direction to tutors.

The Tutoring Coordinator classification was established in November 2006 as part of the Hay
Study. In October 2011 it was revised and retitled into various tutoring coordinator disciplines.
There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, special requirements, and
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of
the work required.

Additionally, a job evaluation and an external salary survey of 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 include a more
accurate description of the work performed. Additional changes serve to clarify the concept of
the class, essential duties, KSAs (knowledge, skills and abilities) and special requirements.

15
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The salary survey of standard benchmark agencies was conducted. Salary data was gathered
based on the comparison of positions with the level of duties and responsibilities most similar to
the Tutoring Coordinator — Math. The survey resulted in five moderate to strong matches,
which are identified and presented below.

STUDENT
AGENCY JOB TITLE MIN MAX MEDIAN COUNT
Santa Monica College Tutoring Coordinator - Math $5,876 | $7,143 $6,510 37,693
Contra Costa CCD Math Laboratory Coordinator | $5,189 | $6,322 S5,756 41,364
Glendale College Senjor Instructional Lab $5,289 | $6,751 | 36,020 20,762
Technician
Long Beach City College Math Laboratory Coordinator | $5,509 | $6,788 $6,149 34,365
North Orange County CCD Math Laboratory Coordinator | $5,909 | $7,130 $6,520 57,354
. Department Laboratory
Pasadena City College Technician Il - Mathematics S4,505 | $5,750 S5,127 32,965

Average S5,280 | $6,548 $5,914
25th Percentile S5,189 | $6,322 S5,756
50th Percentile S5,289 | $6,751 $6,020
75th Percentile $5,509 | $6,788 $6,149
80th Percentile S5,589 | $6,857 $6,223
90th Percentile S5,749 | $6,993 $6,371

SMC % RANK 97.9% 100% 99.3%
SMC Difference From AVG 10.1% 8.3% 9.1%
SMC Difference From MED 10.0% 5.5% 7.5%

In this survey, SMC is in the 99th median percentile compared to all benchmark agencies with
comparable classifications; that is, 1% of market comparables were paid higher than the SMC
classification.

SALARY ALLOCATION

The current salary range for Tutoring Coordinator — Math is Range 34 on the Classified Employee
Salary Schedule and is appropriately allocated compared to market data and between job
discipline series, with the lower-level Instructional Tutor - Math, given the level of knowledge
and complexity of work required. As such, it is recommended that the salary placement for this
role remain at Range 34.

16
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The following chart shows related classifications in this job discipline and salary allocation for
each classification:

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business* 34 $5,876 | $7,143 0.00%
Tutoring Coordinator — English and Humanities * 34 55,876 | $7,143 0.00%
Tutoring Coordinator — Learning Disabilities* 34 55,876 | $7,143 0.00%
Tutoring Coordinator — Math 34 S5876 | 57143 0.00%
Tutoring Coordinator — Modern Language* 34 55,876 | $7,143 0.00%
Tutoring Coordinator — Science* 34 $5,876 | $7,143 15.76%
Instructional Tutor - English 28 $5,076 $6,170 0.00%
Instructional Tutor — Math 28 $5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 S5,076 $6,170

*Proposed in a subsequent agenda item

The following chart shows the job series and the percentage difference between levels:

% DIFF BETWEEN
JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Math 34 $5876 | 57,143 15.76%
Instructional Tutor - Math 28 S5,076 $6,170

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 Tutoring Coordinator — Math.

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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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Math

[CONCEPT OF THE CLASS
Linder general supervizion Bpositions in this classification plan coordingte and lead activiies of the Math | abs and provide

tutorial servic

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,
scheduling, and providing guidance and lead direction to tutors_ hiring, fraining and overseeing student workers,
publicizing services _and preparing and maintaining related data and reports.

The Instructional Tutor — Math assists students with understanding mathematical concepts. developing problem-solving
skills, and improving critical thinking abilities through tutoring sessions, in order fo help students achieve academic
SUCCESS.

ESSENTIAL DUTIES
Assesses student tutoring needs ara-deaigra-traams
skills.

= to help the student improve academic
Provides gpo-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all Math centers or other tutoring areas.

Eearsie—ieae—tTrains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab;_recruits and hires student workers.

Coordinates work schedules for student workers and tutors at all Math centers keemsatching. and matches tutors® abilities with
the needs of the students.

Prepares and submits payroll for student workers-hdore,

Creates, updates- information in student appointment tracking system and maintains databases to track student use of
Services.

Menitors the tutoring budget as assigned; provides input conceming related expenditures; assists in assuring expenditures
do not excesed established limitations.

Creates and maintains pageletorthe college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.

Conducts orientations to classes and instructors on tutoring and other services offered by the program.

Assists students in ufilizing equipment and materials available in the Math tutoring centers at various campus locations.
Participates in the development and assessment of program effectiveness.

Utilize educational resources. software. and technology to supplement tutoring sessions and enhance student learning.
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Performs other related duties as requested or assigned.

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

[sUPERVISION

Level of Supervision Received:

UadergGeneral supervision iz received from an assigned Administrator. The. employees receive assignments and s-this-
e i expeu:ted tu_nwh;empe#wu-t-he#-}eb-dqﬂee-thmugh to completion with substantial

independence. — + :

Laval of Supervision Exercised:

W@Mﬂﬂﬁmwdes gundanoe and mdlrechnn to student

workers and classified staff tuiors

|[KNOWLEDGE, SKILLS AND ABILITIES |
Knowledge of:

aeﬂege-leue-l-mfﬂamematms inc Iudln g Wﬁ_ﬂﬂcalcul u&—dﬂ#ﬂeﬂ#ﬂl—&iﬂﬁ-ﬂeﬂﬁ—

Erewradas-atl earning theories and principles, and various leaming styles-

Erewladge-of pPrinciples, techniques_leaming sirategies and-presadurasof student tutoring procedures-

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and

. o0 of assi .

Erewladge-ofmMaterials and equipment used in the labs-

Related computer programs. systems and database development

to assigned prcuqra m

Basic record-keeping technigues

Ability to:

Ahiliytealtssess student needs and learning styles and design tutoring programs to improve skills—

Apili-ta-fscess the capabilities and strengths of student workers and tutors

Lbiite-Effectively tutor students in related subject matiter area
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Abilibe fo-Operate and demonsirate the use of equipment in the lab-
Ahiste-aCffectively train, coordinate, schedule and provide work direction to student workers and futors-

Crganize, set priorities,_and exercise sound independent judgment within areas of assigned responsibility

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

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

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

Communicate effectively. both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and extemal customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related training

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

| MINIMUM QUALIFICATIONS

Education and Experience Requiremeint:
Posesesion of an-Associate’'sefArde degree or equivalent that includes a minimum of 24 semester units in Mathematics,
including calculus, differential equations, and linear algebra. A Bbachelor's Bdegree is desirable.

Experience Reguiremeant:

Three £4 years of experience tutoring students, including —==xperience organizing, coordinating, or scheduling the
work of others —e-aleerequired. Experience leading student workers and/or experience working in a community college
or university setting providing academic support services to students is desirable.

Education/Experience Equivalency:

Experience andior education of the same kind_level or amount as reguired in the minimum gualifications may be
substifuted on @ year-forvear basis. A-Bachelors Decrag o Mothapatics or g clogaly ralaiad Hald ongu cubettda for
e e e

Licensure and/or Certification: _
Mone,

Special Reguirements:
Willingness and ability to work varied hours_including some evenings and weekends.

WORKING ENVIRONMENT AND PHYSICAL DEMAMDS |

Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly reguired to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 25-10 pounds. Most offices are high traffic with regular interruptions (phones, students,
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staff, other personnel, the public, etc). The noise level can be moderate to high.

CLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: Mon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Date(s): 1001911, 71724

FRTREET —uy
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Math

COMNCEPT OF THE CLASS

Under general supervizion, positions in this classification plan, coordinate and lead acfivities of the Math Labs and provide
tutorial services.

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,
scheduling, and providing guidance and lead direction to tutors, hiring, fraining and overseeing student workers,
publicizing services, and preparing and maintaining related data and reports.

The Instructional Tutor — Math assists students with understanding mathematical concepts, developing problem-solving
skillz, and improving critical thinking abilities through tutoring sessions, in order to help students achieve academic
SUCCESS.

ESSENTIAL DUTIES

Assesses student tutoring needs to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all Math centers or other tutoring areas.

Trains and oversees the work of student workers and tutors to provide effective assistance to students in the lab; recruits
and hires student workers.

Coordinates work schedules for student workers and tutors at all Math centers and matches tutors’ abilities with the needs
of the students.

Prepares and submits payroll for student workers.

Creates, updates information in student appeintment tracking system and maintains databases to track student use of
services.

Menitors the tutoring budget as assigned; provides input conceming related expenditures; assists in assuring expenditures
do not excesed established limitations.

Creates and maintains the college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.

Conducts orientations to classes and instructors on tutoring and other services offered by the program.

Assists students in utilizing equipment and materials available in the Math tutoring centers at various campus locations.
Participates in the development and assessment of program effectiveness.

Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.
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Performs other related duties as requested or assigned.

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

SUPERVISION

Level of Supervision Received:
General supervision is received from an assigned Administrator. The employees receive assignments and are expected
to camy them through to completion with substantial independence.

Level of Supervision Exercised:
Positions in this classification do not supervise classified staff, but provides guidance and work direction to student
workers and classified staff.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:

Mathematics, including arithmetic, algebra, statistics, trigonometry, and calculus

Leaming theories and principles, and various leaming styles

Principles, technigues, learning strategies and student tutoring procedures

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Materials and equipment used in the labs
Principles, practices and procedures of effective recruitment, selection, training, and motivation
Related computer programs, systems and database development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to assigned program

Basic record-keeping techniques

Ability to:

Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program
Assess student needs and leaming styles and design tutoring programs to improve skills

Assess the capabilities and strengths of student workers and tutors
Effectively tutor students in related subject matter area

Operate and demonsirate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direction to student workers and tutors

Organize, set pricrities, and exercise sound independent judgment within areas of assigned responsibility
Interpret, apply, and explain applicable laws and regulations, and Disfrict policies and procedures
Operate a computer using computer applications, programs and standard office equipment

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

Communicate effectively, both orally and in writing
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Stay updated on technology changes and adapt to new technologies
Role model exceptional internal and external customer service
Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related training

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

MIMIMUM QUALIFICATIONS

Education and Experience Reguirement:
Associate's degree or equivalent that includes a minimum of 24 semester units in Mathematics, including calculus,
differential equations, and linear algebra. A bachelor's degree is desirable.

Experience Reqguirement:

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others. Experience leading student workers and/or experience working in a community college or university setting
providing academic support services to students is desirable.

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

Licensure andfor Certification:
Mone.

Special Requirements.
Willingness and ability to work varied hours, including some evenings and weekends.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

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

Busy Office Environment.

While performing the duties of this job the employes is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk and/or hear. The employee frequently lifts and or moves up to 10 pounds and must

occasionally lift andfor move 10 pounds. Most offices are high traffic with regular intermmuptions (phones, students, staff,
other personnel, the public, etc). The noise level can be moderate to high.

CLASS DETAIL

Job Family: Instructional Support {Student Services/Classroom)
FLSA Status: Mon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Reavision Date(s): 1019411, TH724
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Agenda Report Number 5
Subject Classification Description Revisions:
Tutoring Coordinator — English and Humanities

Date July 17, 2024

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 Tutoring Coordinator — English
and Humanities.

As part of the cyclical review process, we are reviewing classifications in the Tutoring
Coordinator job discipline. The Tutoring Coordinator — English and Humanities coordinates the
daily operations of the Writing & Humanities Tutoring Center providing and promoting tutorial
services to help students achieve academic success, and provides guidance and lead direction to
tutors.

The Tutoring Coordinator classification was established in November 2006 as part of the Hay
Study. In October 2011 it was revised and retitled into various tutoring coordinator disciplines.
There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, special requirements, and
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of
the work required.

Additionally, a job evaluation and an external salary survey of 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 concept of the class, essential duties, KSAs (knowledge,
skills and abilities) and special requirements.

A comprehensive salary survey of 16 comparable agencies was conducted to examine industry
trends and determine current salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). As a result, salary allocation is recommended based on internal alignment.
Commission staff found variation in organizational structure at benchmark agencies that limited
appropriate matches. A number of organizations housed tutoring for specific academic
disciplines under academic departments managed by Faculty or had a centralized District
tutoring program with fewer and broader classifications, making matching difficult.

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

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — English and Humanities 34 $5,876 | $7,143 0.00%
Tutoring Coordinator — Learning Disabilities* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Math 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Modern Language* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Science* 34 S5,876 $7,143 15.76%
Instructional Tutor - English 28 S5,076 $6,170 0.00%
Instructional Tutor — Math 28 $5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 $5,076 $6,170

*Proposed in a subsequent agenda item

SALARY ALLOCATION

The current salary range for Tutoring Coordinator — English & Humanities is Range 34 on the
Classified Employee Salary Schedule and is appropriately allocated between job discipline series,
with the lower-level Instructional Tutor - English, given the level of knowledge and complexity of
work required. As such, it is recommended that the salary placement for this role remain at
Range 34.
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The following chart shows the job series and the percentage difference between levels:

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — English and Humanities 34 S5876 | 57143 15.76%
Instructional Tutor - English 28 $5,076 $6,170

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 Tutoring Coordinator — English and Humanities.

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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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — English and Humanities

|{:DNCEPT OF THE CLASS
3 i ositions in thiz classification
Tutoring Center and provide tutorial services —rpuetstudant & ca-data sceace-siudant peade provida acads

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,
scheduling, and providing guidance and lead direction fo tutors_hiring, fraining and overseeing student workers

- =

The Instructional Tutor — English assists students with understanding English language and literature, developing
critical thinking skills_and improving communication skills through tutoring sessions_in order to help students achieve

academic success.

ESSENTIAL DUTIES

Assesses student tutoring needs an
skills.

re to help the student improve academic

Provides gn-ground and synchronous online futoring services to students by assisting students in improving study =kills, in
understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all &rees Wiiting and Humanities
&_ enters or other tutoring areas.

BecrsitehirsstTrains and oversess the work of student workers and tutors to provide effective assistance to students
in the lab_recruits and hires stydent workers.

Coordinates work schedules for student workers and tutors at all Erghish-Writing and Humanities sCenters by matching
tutors' abiliies with the needs of the students.

Prepares and submits payroll for student workers ssters.

Creates, updates, information in student appointment tracking system and maintains databases to track student use of
services.

Monitors the tutoring budget as assigned; provides input conceming related expenditures; assists in assuring
expenditures do not exceed establizhed limitations.

Creates and maintains pegeatar-the college website that promotes the program and its services
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and fiyers to publicize the tutoring program.
Conducts crientations to classes and instructors on tutoring and other services offered by the program.

Assists students in ufilizing equipment and materials available in the English and Humanities tutoring centers at various
campus locations.
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Participates in the development and assessment of program effectiveness.

Performs other related duties as requested or assigned.

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

[sUPERVISION

Level of Supervision Received:
Ladacglseneral supervision is received from an assigned Administrator. The. employees receive assignments and k-ths-

e 113 exp-ectad to wwm—thmugh to completion with substantial
independence we

Level of Supervision Exercise:
Positions in this classification do not s "‘L.IPEF‘-“ISE classified staff. L:-ut Flgmvldes gmdanc& and work_direction to student

workersstere gnd classified staff.

| KNOWLEDGE, SKILLS AND ABILITIES
Knowledge ofy

-=College level English language usage rules and writing techniques, and Humanities- related course subject matter
sufficient to provide tutoring to andfor to identify appropriate tutors for college-level English or Humanities courses-

Erowlsdge-ofl earning theories and principles, and various leaming styles-

krawladae-af glrinciples, techniques, leaming strategies and-preesduras-af student tutoring_procedyras-

Principles and practices involved in planning, rescurce allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

rawladae-atpdiaterials and equipment used in the labs-

Principles. practices and procedures of effective recruitment, selection,training, and motivation

Belated computer programe. svstems and database development

Federal and State laws. requlations, requirements and procedural guidelines pertaining to student programs as it relates

to @ssigned program

Basic record-keeping technigues

Ability tog

Plan,_coordinate,_implement. and evaluate daily cperations_activities and services of assigned tutorial program

Abiita-aiscess student needs and leaming styles and design tutoring programs to improve skille—
A to-aAssess the capabilities and strengths of student workers and tutors-

Siibeta-atflectively tutor students in related subject matter area -
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Hhitiy-te-alperate and demonstrate the use of equipmentin the lab-

At to-sEffectively train, coordinate, schedule and provide work direction to student workers and tutors-

Interpret. apply. and explain applicable laws and regulations,and Disfrict policies and procedures

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

Organize and maintain specialized files and confidentiality of employee and student information
sCommunicate effectively-srd-appraprateie both orally and in writing=

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Demonstrate knowledge of diversity, equity, inclugion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education and Experience Regquirement:

Foeesssionofan-Associate’s sfAre degree or equivalent that includes a minimum of 24 semester units in English,
including composition and grammar. A Bbachelor's Bdegree is desirable.

Experience Requirement:

Three L&4-years of experience tutoring students_including —Esxperience organizing, coordinating, or scheduling the work
of others Je-alsraquirsd. Experience leading student workers andfor experience working in a community college or
university setting providing academic support services to students is desirable.

Education/Experience Equivalency:
Experience and'or education of the same kind,_level or amount as reguired in the minimum gualifications may be

Licensure and/or Certificatiom:
Mone,

|WDRKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

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

Busy Office Environment.
While performing the duties of this job the employes is regularly required to sit, stand and walk use hands to keyboard,
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type, or handle materialz, and talk and/or hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 1026 pounds. Most offices are high traffic with regular interruptions (phones, students, staff,
other personnel, the public, etc). The noize level can be moderate to high.

[cLASS DETAIL

Job Family: Instructicnal Support (Student Services/Classroom)
FLSA Status: MNon-exempt

Persannel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Datefs): 10M19M11, 71724
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — English and Humanities

CONCEPT OF THE CLASS

Under general supervision, positions in this classification plan, coordinate and lead activities of the Writing & Humanities
Tutoring Center and provide tutorial services.

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,
scheduling, and providing guidance and lead direction to tutors, hiring, training and overseeing student workers,
publicizing services, and preparing and maintaining related data and reports.

The Instructiomal Tutor — Englizgh assists students with understanding Englizh language and literature, developing
critical thinking skills, and improving communication skills through tutoring sessions, in order to help students achieve
academic success.

ESSENTIAL DUTIES

Assesses student tutoring needs to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills, in
understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all Wiiting and Humanities Center or
other tutoring areas.

Trains and oversees the work of student workers and tutors to provide effective assistance to students in the lab;
recruits and hires student workers.

Coordinates work schedules for student workers and tutors at all Writing and Humanities Center by matching tutors’
abilities with the needs of the students.

Prepares and submits payroll for student workers .

Creates, updates, information in student appointment tracking system and maintains databases to track student use of
sernvices.

Meonitors the tutoring budget as assigned; provides input conceming related expenditures; assists in assuring
expenditures do not exceed establizhed limitations.

Creates and maintains the college website that promotes the program and its services
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional rezources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.
Conducts crientations to classes and instructors on tutoring and other services offered by the program.

Assists students in utilizing equipment and materials available in the Englizh and Humanities tutoring centers at various
campus locations.

Participates in the development and assessment of program effectiveness.

Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.
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Performs other related duties as requested or assigned.

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

SUPERVISION

Level of Supervision Received:
General supervision is received from an assigned Administrator. The employees receive assignments and are expected
to camy them through to completion with substantial independence.

Lewvel of Supervision Exercise;
Positions in this classification do not supervise clagsified staff, but provides guidance and work direction to student
workers and classified staff.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:

College level English language usage rules and writing techniques, and Humanities- related course subject matter
sufficient to provide tutoring to andior to identify appropriate tutors for college-level English or Humanities courses

Leaming theories and principles, and various leamning styles
Principles, techniques, learning strategies and student tutoring procedures

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Materials and equipment used in the labs
Principles, practices and procedures of effective recruitment, selection, training, and motivation

Related computer programs, systems and database development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to assigned program

Basic record-keeping techniques

Ability to:

Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program
Assess student needs and learning styles and design tutoring programs to improve skills

Assess the capabilities and strengths of student workers and tutors

Effectively tutor students in related subject matter area.

Operate and demonstrate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direction to student workers and tutors

Organize, set priorities and exercise sound independent judgment within areas of assigned responsibility
Interpret, apply, and explain applicable laws and regulations, and District policies and procedures
Operate a computer using computer applications, programs and standard office equipment

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

Communicate effectively both orally and in writing
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Stay updated on technology changes and adapt to new technologies
Role model exceptional internal and external customer service
Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education and Experience Reguirement:
Associate's degree or equivalent that includes a minimum of 24 semester unitz in Engligh, including composition and

grammar. A bachelor's degree is desirable.

Experience Requirement:

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others. Experience leading student workers and/or experience working in a community college or university setting
providing academic support services to students is desirable.

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

Licensure and/or Certification.
Mone.

Special Requirements:
Willingness and ability to work varied hours, including some evenings.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

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

Busy Office Environment.

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materialz, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andlor move 10 pounds. Most offices are high traffic with regular interruptions (phones, students, staff,
other personnel, the public, etc). The noise level can be moderate to high.

[cLASS DETAIL

Job Family: Instructional Support {Student Services/Classroom)
FLSA Status: MHon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Date(s): 10M19M1, THM7I24
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Agenda Report Number 6
Subject Classification Description Revisions:
Tutoring Coordinator — Learning Disabilities

Date July 17, 2024

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 Tutoring Coordinator — Learning
Disabilities.

As part of the cyclical review process, we are reviewing classifications in the Tutoring
Coordinator job discipline. The Tutoring Coordinator — Learning Disabilities coordinates the daily
operations of the Learning Disabilities Tutoring Program providing and promoting tutorial
services and assessing student tutoring needs to help students achieve academic success, and
provides guidance and lead direction to tutors and staff.

The Tutoring Coordinator — Learning Disabilities classification was established in March 1989. As
part of the Hay Study, in November 2006, it was consolidated into the Tutoring

Coordinator classification. In February 2018, the Tutoring Coordinator — Learning Disabilities was
re-established. There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, special requirements, and
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of
the work required.

Additionally, a job evaluation and an external salary survey of 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 concept of
the class, essential duties, KSAs (knowledge, skills and abilities) and special requirements.

A comprehensive salary survey of 16 comparable agencies was conducted to examine industry
trends and determine current salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). As a result, salary allocation is recommended based on internal alignment.
Commission staff found variation in organizational structure at benchmark agencies that limited
appropriate matches. A number of organizations reviewed housed tutoring for specific academic
discipline under academic departments managed by Faculty or had a centralized District tutoring
program with fewer and broader classifications, making matching difficult.

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

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — English and Humanities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Learning Disabilities 34 $5876 | 57,143 0.00%
Tutoring Coordinator — Math 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Modern Language* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Science* 34 S5,876 $7,143 15.76%
Instructional Tutor - English 28 S5,076 $6,170 0.00%
Instructional Tutor — Math 28 S5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 $5,076 $6,170

*Proposed in a subsequent agenda item

SALARY ALLOCATION

The current salary range for Tutoring Coordinator — Learning Disabilities is Range 34 on the
Classified Employee Salary Schedule and is appropriately allocated between job discipline series,
with the lower-level Instructional Assistant — Learning Disabilities, given the level of knowledge
and complexity of work required. As such, it is recommended that the salary placement for this
role remain at Range 34.

The following chart shows the job series and the percentage difference between levels:

% DIFF BETWEEN
JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Learning Disabilities 34 S5876 | 57143 15.76%
Instructional Assistant — Learning Disabilities 28 S5,076 $6,170
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Cyclical review results have been sent to the incumbents, CSEA, Department Management,

Regular Meeting Minutes

Business Services, Human Resources, and executive leadership.

RECOMMENDATION

It is recommended that the Commission approve the proposed classification description
revisions for Tutoring Coordinator — Learning Disabilities.

Wednesday, July 17, 2024

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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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Learning Disabilities

|CDNGEPT OF THE CLASS

Under general supervision, Ppositions in this classification plan, cnordlnate and lead aclivities of the Learnlnq Dig a:1b|||t|-eu

Iuiszun.u.Emﬂmm.an.d.pmwde tutorial sewltﬂﬁ..' s

DISTINGUISING CHARACTERISTICS

'I'h-e Tutorlnn Coordinator - Learnln;:l Dlsabllltles |ndependen ly coordinat e° the IJ[CII'Iﬁl r“Em-::vas or the Learnlnq

recruiting, and selecting tutors. and providing guidance and direction to tutors and staff.

The Instructlu:uml Assmtant - Lmrnlnn Disabilities assists |n the Leamlnq Disabilities droqram by tes ing. tumnnq and

ESSENTIAL DUTIES

Assesses student tutoring needs and designs individual improvement programs to help the student improve academic
skills.

Provides tutoring services to students by assisting students in improving study skills, in understanding course content, and
in completing assignments.

Develops and implements procedures and activities for the Learning Disabilities £Tutoring #Erogram_fe-the-Learming
Cisahiiies Cant

Rearsite—h#ee—tTrains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab; recruits and hires student workers.

Coordinates work schedules for studenf workers and tutors at the Learning Disabilities Tutoring Programéestes by
matching tutors abilities with the needs of the students.

Prepares and submits payroll for student workersiuiors.

Creates, updates- informaticn in student appointment fracking system and maintains databases to track student use of
services.

Monitors the tutering budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains sages-oathe college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring programs.

Creates forms and flyers to publicize the tutoring program.
Conducts orientations to classes and instructors on tutoring and other services offered by the program.
Assists students in utilizing equipment and materials available in the Learning Disabilities Futoring Program&entar.

Participates in the development and assessment of program effectiveness.
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Maintains a variety of student records and files and prepares required reports.
Administers assessment tests designed to assess student skills and improvement; facilitates special test proctoring.

Checks and reviews students’ lab work, answers questions regarding course work, and explains lab assignments; acts as
a liaison to the lab, works collaboratively with other academic support programs.

Performs other related duties as requested or assigned.

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

[SUPERVISION

Level of Supervision Received:
Prde—gGeneral supervision is received from -eran assigned —the-slassifeaten-Adminisirator. The employees receive

assignments and BFEHG expeu:ted to w#am—tha#pb—dummmugh to cumplﬂfhun with substantial
independence we -

Leval of Supervision Exerciseg:

Positions in this classification do not .Juper'.flse clﬁssﬁed staff l:-ut Flgm\rlde& gurdan::e and work direction to student
workerstutors_and classified staffl. Fhispe positions

| KMOWLEDGE, SKILLS AND ABILITIES
Knowledge of:

E . services § . L

Psychological learning theory, principles, as
and-prnciplee—and various learning styles

Principles, techniques, learning strategies and student tutoring procedures-sf-stedant-tetaring

Principles and practices involved in planning, resource allocation, basic budgeting,_coordination, marketing, and

Materials and equipment used in the labs

Related computer programs. systems and database development

to Disabled '-“tudent Senvices & Programs

Basic record-keeping technigues

Ability to:

Plan, coordinate, implement. and evaluate daily cperations,_activities and services of assigned tutorial program

Assess student needs and learning styles and design_individuglized educationgl and futoring programs,_yzsing special

materials and modalities to improve skills
Assess the capabilities and strengths of student workers and tutors

Effectively tutor students in related subject matter area
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Operate and demeonstrate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direction to student workers and tutors-

Organize_set pricrities and exercise sound independent judgment within areas of assigned responsibility-werk-inorderio

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

Communicate effectively ~ssd-apprapaatety both orally and in writing

Stay updated on technology changes and adapt to new technologies

R : : _—

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education Reguirement:

Faaaaasan-aam=-Ass0ciate s-afdra degree gr eguivalent that includes a minimum of 24 semester units in learning
theory, special education, leaming disabilities, developmental psychology, or closely related courses. A Bbachelor's
degree is desirable.

Experience Requirement:

Three &&= years of experience tutoring students, including s=experience organizing, coordinating, or scheduling the work of
others te-alecraquired Experience leading student workers and/or experience working in a community college or
university setting providing academic support services to students is desirable.

Education/Experience Equivalency:

Experience andlor education of the same kind, level or amount as reguired in the minimum _gualifications may be
substiluted on a year-for-year basis A-Sachaloi-deagriain-bibaralloeorsclossbomlalad dald o subaiibdador ool
e ST e

Licensure and/or Certification:
Mone,

Special Reguiramants:
Willingness and ability to work varied hours_including some evenings.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk, use hands to keyboard,
type, or handle materials, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 1025 pounds. Most offices are high traffic with regular interruptions (phone, students, staff,
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other personnel, the public, etc.). The noise level can be moderate to high.

CLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: MHon-exempt

Personnel Commission Approval Date: 212112018

Class History: Tutoring Coordinator

3M15/89; Hay Study abolished 11/9/06; re-established

Revision Date(s): 212118 THT24
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Learning Disabilities

COMNCEPT OF THE CLASS

Under general supervision, positions in this classification plan, coordinate and lead activities of the Leaming Disabkilities
Tutoring Program and provide tutonal services.

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinator - Learning Disabilities independently coordinates the tutorial services of the Leaming
Disabilities Program, by assessing the individual student tutoring needs, assigning tutors, scheduling tutoring sessions,
recruiting, and selecting tutors, and providing guidance and direction to tutors and staff.

The Instructional Assistant — Learning Disabilities assists in the Leaming Disabiliies Program by testing, tutoring, and
amranging support services to students with documented leamning disabilities in order to help them achieve academic
SUCCESS.

ESSENTIAL DUTIES

Assesses student tutoring needs and designs individual improvement programs to help the student improve academic
skills.

Provides tutoring services to students by assisting students in improving study skills, in understanding course content, and
in completing assignments.

Develops and implements procedures and activities for the Learning Disabilities Tutering Program.

Trains and oversees the work of student workers and tutors to provide effective assistance to students in the lab; recruits
and hires student workers.

Coordinates work schedules for student workers and tutors at the Leaming Disabilities Tutoring Program by matching
tutors abilities with the needs of the students.

Prepares and submitz payroll for student workers.

Creates, updates information in student appointment tracking system and maintaing databases to track student use of
Services.

Menitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains the college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional rezources to support the tutoring programs.

Creates forms and flyers to publicize the tutoring program.

Conducts orientations to classes and instructors on tutoring and other services offered by the program.
Assists students in utilizing eguipment and materials available in the Learning Disabilities tutoring Program.
Participates in the development and assessment of program effectiveness.

Maintains a variety of student records and files and prepares required reports.
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Administers assessment tests designed to assess student skills and improvement; facilitates special test proctoring.

Checks and reviews students’ lab work, answers questions regarding course work, and explains lab assignments; acts as
a liaison to the labk, works collaboratively with other academic support programs.

Performs other related duties as requested or assigned.

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

SUPERVISION

Level of Supervision Received:
General supervigion is received from an assigned Administrator. The employees receive assignments and are expected to
carry them through to completion with substantial independence.

Leval of Supervision Exercised:
Positions in thiz classification do not supervize classified staff, but provide guidance and work direction to student workers
and classified staff.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:

Educational support services for students with learning disabilities
Psychological l2arning theory, principles, and various learning styles
Principles, technigues, learning strategies and student tutoring procedures

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Materials and equipment used in the labs
Principles, practices and procedures of effective recruitment, selection, training, and motivation
Related computer programs, systems and databasze development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to Disabled Student Services & Programs

Basic record-keeping techniques
Ability to:
Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program

Assess student needs and learning styles and design individualized educational and tutoring programs, using special
materials and modalities to improve skills

Assess the capabilities and strengths of student workers and tutors
Effectively tutor students in related subject matter area

Operate and demonstrate the use of equipment in the lak
Effectively train, coordinate, schedule and provide work direction to student workers and tutors
Organize, set priorities and exercise sound independent jJudgment within areas of assigned responsibility

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

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

Communicate effectively,, both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education Requirement:
Associate's degree or equivalent that includes a minimum of 24 semester units in learning theory, special education,
learning dizabilities, developmental paychology, or closely related courses. A bachelor's degree is desirable.

Experience Reguiremeant:

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others_. Experience leading student workers andior experience working in a community college or university setting
providing academic support services to students is desirable.

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

Licensure and/or Certification: None.

Special Reguireaments:
Willingness and ability to work varied hours, including some evenings.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk, use hands to keyboard,
type, or handle materials, and talk andf/or hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andlor move 10 pounds. Most offices are high traffic with regular interruptions (phone, students, staff,
other personnel, the public, etc.). The noise level can be moderate to high.

[cLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: Mon-exempt

Personnel Commission Approval Date: 2i12112018

Class History: Tutoring Coordinator

Revision Dalofs): iéﬁ-ﬁg, ?;::;;t“udy abolished 11/9/06; re-established
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Agenda Report Number 7
Subject Classification Description Revisions:
Tutoring Coordinator — Business

Date July 17, 2024

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 Tutoring Coordinator — Business.

As part of the cyclical review process, we are reviewing classifications in the Tutoring
Coordinator job discipline. The Tutoring Coordinator — Business coordinates the daily operations
of the Business and Computer Science and Information Systems (CSIS) Tutoring Centers
providing and promoting tutorial services to help students achieve academic success, and
provides guidance and lead direction to student workers.

The Tutoring Coordinator classification was established in November 2006 as part of the Hay
Study. In October 2011 it was revised and retitled into various tutoring coordinator disciplines.
There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, and KSAs (knowledge, skills
and abilities) required for 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.

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, essential duties, and KSAs (knowledge, skills and abilities).
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A comprehensive salary survey of 16 comparable agencies was conducted to examine industry
trends and determine current salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). As a result, salary allocation is recommended based on internal alignment.
Commission staff found variation in organizational structure at benchmark agencies that limited
appropriate matches. A number of organizations reviewed housed tutoring for specific academic
disciplines under academic departments managed by Faculty or had a centralized District
tutoring program with fewer and broader classifications, making matching difficult.

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

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business 34 $5876 | 57,143 0.00%
Tutoring Coordinator — English and Humanities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Learning Disabilities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Math 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Modern Language* 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Science* 34 S5,876 $7,143 15.76%
Instructional Tutor - English 28 S5,076 $6,170 0.00%
Instructional Tutor — Math 28 S5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 S5,076 $6,170

*Proposed in a subsequent agenda item

SALARY ALLOCATION

The current salary range for Tutoring Coordinator — Business is Range 34 on the Classified
Employee Salary Schedule and is appropriately allocated between job discipline series, with the
lower-level Instructional Tutors, given the level of knowledge and complexity of work required.
As such, it is recommended that the salary placement for this role remain at Range 34.

Cyclical review results have been sent to the 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 Tutoring Coordinator — Business.

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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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Business

[CONCEPT OF THE CLASS |

Underqeneral SUDENVision, Flgnsiﬁnns in this classi’r’caﬁon plan, coordinate and lead ﬁCﬂ'u'iUE cuf the Business and

Science and Infermation Systems [C'—“I ) tutoring centers, by assessing the student tutonnq needs, assigning tutors,

scheduling tutoring sessions, recruiting,_and selecting studentu.nrkers. and providing guidance and direction fo student
workers.

The Supplemental Instruction Coordinator independently oversees the Supplemental Instruction (511 program by
identifying. planning and scheduling the 5| course offerings. in addition o recruiting, selecting, training and providing work
direction to the 5| leaders (student workers ).

|[ESSENTIAL DUTIES
Assesses student tutoring needs ard-desigRe-Raikdsarpravamon-praara-to help the student improve academic skills.

Provides on-ground and synchronous onling tutoring services to students by assisting students in improving study skills,
understanding course content, and completing assignments.

Develops and implements procedures and activities for the tutoring program for all Business and Computer Science and
Information Systems (CSI5) centers or other tutoring areas.

Recruits, hires, trains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab.

Coordinates work schedules for student workers gnd tutors at all Business and Computer Science and Information
Systems (CS15) centers matching tutors’ abilities with the needs of the students.

Prepares and submitzs payroll for student workershsicoss.

Creates, updates- information in student appointment tracking system and maintains databases to track student use of
services.

Meonitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains sagetst-oathe college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and fiyers to publicize the tutoring program.
Conducts orientations to classes and instructors on tutoring and other services offered by the program.

Asgsists students in utilizing equipment and materials available in the Business and Computer Science and Information
Systems (CSI15) tutoring centers at various campus locations.
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Participates in the development and assessment of program effectiveness.

Utilize educational resources software, and technology to supplement tutoring sessions and enhance student learning.

Performs other related duties as requested or assigned.

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

[SUPERVISION

Leval of Supervision Received!
LedergGeneral supervision is received from an assigned Administrator.. The employees receive assignments andis-this
haeSems are expected to Wmugh to completion with substantiz)

independence wa

Level of Supervision Exercised:
Positions in this classification do not supervise classified staff, but Rprovides guidance and work direction to student

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of;

=aest-pataea-tusiness and Computer Science and Information Systems sufficient to provide tutoring to andfor to
identify appropriate tutors for college-level courses in Accounting, Marketing, Business, Computer Programming,
Application Software, and related courses-

newedge-a-l_caming theories and principles, and various learning styles-

Erewladge-of pPrinciples, techniques, learming strategies and-preseduras—of student tutoring_ procedures-

|mp|ementat|on of assmn&d tutoring program

Kpewladge-airmlaterials and equipment used in the labs-

Principles. practices and procedures of effective recruitment, selection, training, and motivation

Related computer programs. systems and database development

Federal and State laws. regulations. reguirements and procedural guidelines pertaining to student programs as it relates
{o @ssigned program

Basic record-keeping technigues

ﬁl.hlll‘tjl' tu

Plan, coordinate, implement. and evaluate daily operations, activities and services of assigned tutorial program

Abiipetealssess student needs and leaming styles and design tutoring programs to improve skills-
Abilibte-afssess the capabilities and strengths of student workershsors-

AbiieteFaffectively tutor students in related subject matter-
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Shii-te-alperate and demonstrate the use of equipment in the lab-

Adilinto-aFflectively train, coordinate, schedule and provide work direction to student workershrtors

ganize_s

Interpret._apply. and explain applicable laws and regulations._and Disfrict policies and procedures

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

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

s_ommunicate effectively erd-apprapaatel—both orally and in writing.

Stay updated on technology changes and adapt to new technologies

Role medel exceptional internal and external customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education Requirement:

Poessssion-ef an-Associate's-sf-AHe degree or eguivalent that includes a minimum of 24 semester units in two or more of
the following subjects: Accounting, Marketing, Business, Computer Programming, Application Software, or very closely
related courses. A Ebachelor’s degree is desirable.

Experience Reqguiremeant:

Three £3} years of experience tutoring students_including —Eexperience organizing, coordinating, or scheduling the work
of others Je-alssraguissd Experience leading student workers andfor experience working in a community college or
university setting providing academic support services to students is desirable.

Education/Experience Equivalency:
Experience and/or educafion of the same kind_level or amount as reguired in the minimum gualifications may be

o i i

Licensure and/or Certification:
Mone,

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift and/or move 1025 pounds. Most offices are high traffic with regular interruptions (phones, students, staff,
other personnel, the public, etc). The noise level can be moderate to high.
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Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: Mon-exempt
Personnel Commission Approval Date: 11/09/06
Class History: Tutoring Coordinator
Revision Date(s); 1210399, 3M6M1, 10191111724
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Business

|CONCEPT OF THE CLASS |

Under general supervision, positions in this classification plan, coordinate and lead activities of the Business and
Computer Science and Information Systems (CS515) Tutoring Centers and provide tutorial services.

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinator - Business independently coordinates the tutorial services of the Business and Computer
Science and Information Systems (C515) tutoring centers, by assessing the student tutoring needs, assigning tutors,
scheduling tutoring sessions, recruiting, and selecting student workers, and providing gquidance and direction to student
workers.

The Supplemental Instruction Coordinator independently oversees the Supplemental Instruction (31) program by
identifying, planning and scheduling the S| course offerings, in addition to recruiting, selecting, training and providing work
direction to the Sl leaders (student workers).

|[ESSENTIAL DUTIES
Assesses student tutoring needs to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills,
understanding course content, and completing assignments.

Develops and implements procedures and activities for the tutoring program for all Business and Computer Science and
Information Systems (C5I5) centers or other tutoring areas.

Recruits, hires, trains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab.

Coordinates work schedules for student workers and tuters at all Business and Computer Science and Information
Systems (C515) centers matching tutors’ abilities with the needs of the students.

Prepares and submits payroll for student workers.

Creates, updates information in student appointment tracking system and maintains databases to track student use of
services.

Meonitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains the college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.
Conducts orientations to classes and instructors on tutoring and other services offered by the program.
Assists students in ufilizing equipment and materials available in the Business and Computer Science and Information

Systems (CS15) tutoring centers at various campus locations.

Paricipates in the development and assessment of program effectiveness.
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Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.
Performs other related duties as requested or assigned.

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

SUPERVISION

Lewvel of Supervision Received:
General supervision is received from an assigned Administrator. The employees receive assignments and are expected to
carry them through to completion with substantial independence.

Level of Supervision Exercised:
Paositions in this classification do not supervise classified staff, but provides guidance and work direction to student
workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Business and Computer Science and Infermation Systems sufficient to provide tutoring to andfor to identify appropriate
tutors for college-level courses in Accounting, Marketing, Business, Computer Programming,

Application Software, and related courses

Leaming theories and principles, and various learning styles
Principles, techniques, learning strategies and student tutoring procedures

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Materials and equipment used in the labs
Principles, practices and procedures of effective recruitment, selection, training, and motivation
Related computer programs, systems and database development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to assigned program

Basic record-keeping technigues

Ability to:

Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program
Assess student needs and learning styles and design tutoring programs to improve skills

Assess the capabilities and strengths of student workers

Effectively tutor students in related subject matter

Operate and demonstrate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direcfion to student workers

Organize, set priorities and exercise sound independent judgment within areas of assigned responsibility
Interpret, apply, and explain applicable laws and regulations, and District policies and procedures
Operate a computer uging computer applications, programs and standard office equipment

Organize and maintain specialized files and confidentiality of employee and student information
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Communicate effectively both orally and in writing.

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education Requirement:

Associate's degree or equivalent that includes a minimum of 24 semester units in two or more of the following subjects:
Accounting, Marketing, Business, Computer Programming, Application Software, or very closely related courses. A
bachelor's degree is desirable.

Experience Reguiremeant:

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others_. Experience leading student workers andfor experience working in a community college or university setting
providing academic support services to students is desirable.

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

Licensure andior Certification: None.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Busy Office Environment.

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk andf/or hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 10 pounds. Most offices are high traffic with regular intermmuptions (phones, students, staff,
other personnel, the public, etc). The noize level can be moderate to high.

[cLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: MHon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Date(s): 12/03/99, 3M6M1, 101911, THTI24
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Agenda Report Number 8
Subject Classification Description Revisions:
Tutoring Coordinator — Modern Language

Date July 17, 2024

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 Tutoring Coordinator — Modern
Language.

As part of the cyclical review process, we are reviewing classifications in the Tutoring
Coordinator job discipline. The Tutoring Coordinator — Modern Language coordinates the daily
operations of the Modern Language Tutoring Center providing and promoting tutorial services to
help students achieve academic success, and provides guidance and lead direction to student
workers.

The Tutoring Coordinator classification was established in November 2006 as part of the Hay
Study. In October 2011 it was revised and retitled into various tutoring coordinator disciplines.
There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, and KSAs (knowledge, skills
and abilities) required for 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.

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, essential duties, KSAs (knowledge,
skills and abilities).
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A comprehensive salary survey of 16 comparable agencies was conducted to examine industry
trends and determine current salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). As a result, salary allocation is recommended based on internal alignment.
Commission staff found variation in organizational structure at benchmark agencies that limited
appropriate matches. A number of organizations reviewed housed tutoring for specific academic
discipline under academic departments managed by Faculty or had a centralized District tutoring
program with fewer and broader classifications, making matching difficult.

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

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business 34 S5,876 $7,143 0.00%
Tutoring Coordinator — English and Humanities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Learning Disabilities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Math 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Modern Language 34 S5876 | 57143 0.00%
Tutoring Coordinator — Science* 34 S5,876 $7,143 15.76%
Instructional Tutor - English 28 S5,076 $6,170 0.00%
Instructional Tutor — Math 28 S5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 S5,076 $6,170

*Proposed in a subsequent agenda item

SALARY ALLOCATION

The current salary range for Tutoring Coordinator — Modern Language is Range 34 on the
Classified Employee Salary Schedule and is appropriately allocated between job discipline series,
with the lower-level Instructional Tutors, given the level of knowledge and complexity of work
required. As such, it is recommended that the salary placement for this role remain at Range 34.

Cyclical review results have been sent to the 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 Tutoring Coordinator — Modern Language.

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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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Modern Language

|[CONCEPT OF THE CLASS |
s eie o en s o eetions nth s claesification wmummwmﬂmmm

Tutoring Center and provide tutc:rlal servlces.

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,

scheduling, and providing guidance and lead direction to tutors. hiring, training and overseeing student workers,
publicizing services and preparing and maintaining related data and reports.

The Supplemental Instruction Coordinator independently oversees the Supplemental Instruction (S1) program by
identifying, planning and scheduling the S| course offerings._in addition to recruiting, selecting, training and providing work

direction to the S| leaders (student workers).

|[ESSENTIAL DUTIES |

Assesses student tutoring needs asd-deaiara-raid &to help the student improve academic
skills.

Provides gn-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all Modem Language_Tutoring &Centers
or other tutoring areas.

Recruits, hires, trains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab.

Coordinates work schedules for student workers and tutors at all Modern Language Tutoring <Centers by matching tutors'
abilities with the needs of the students.

Prepares and submitz payroll for student_workers e

Creates, updates. information in student appointment tracking system and maintains databases to track student use of
services.

Maonitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains pegeietesthe college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional resources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.
Conducts orientations to classes and instructors on tutoring and other services offered by the program.

Assists students in wilizing equipment and materials available in the Modem Language tutoring centers at various
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campus locations.

Participates in the development and assessment of program effectiveness.

Administers assessment tests designed to assess student skills and improvement; facilitates special test proctoning.

Performs other related duties as requested or assigned.

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

|5.UPER‘I.|"ISI0H

Supervision Received!
UadergGeneral supervision is received from an assigned Administrator. The, employeesin-this-claseification receives

:355|gnm ents and are expected toc n_"g them;mmm thrnugh to completion with substantial

Supervision Exercise:!

Positions in this {:Iasmﬁcatmn do not s “UEEWISE classified staff but Figmwde& guidance and work direction to student

| KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:

-grammar, syntax, and conversational usage of Spanish and any one of the other languages taught at Santa Monica
College sufficient to provide tutoring to andfor to identify appropriate tutors for college-level Modern Language courses-

Eaowdadge-a-kBasic linguistice-
Erewledgsofl eaming theories and principles, and various leaming styles-

aawtadge-af pErinciples, technigues, learning strategies and-presaduras-af student tutoring_procedures-

Principles and practices involved in planning, resource allocation, basic budgeting, coordination,_marketing,_and
implementation of assigned tutoring program

Erewlsdges-simhaterials and equipment used in the labs-

Principles. practices and procedures of effective recruitment, selection, training, and motivation

Related computer programs, systems and database development

Ability to;

Plan. coerdinate, implement. and evaluate daily operations, activities and services of assigned tutorial program
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Frbita-a A esess student needs and leaming styles and design tutoring programs to improve skills=
Aty toafzsess the capabilities and strengths of student workers and futors-
Adita-arflectively tutor students in related subject matter area-

Ay tosOperate and demonstrate the use of equipment in the lab-

Sebitibeta-aEffectively train, coordinate, schedule and provide work direction to student workers and futors-

an-a@rgamze zet [:nrlc:nrltlvau and exercise snund mdependent |udqment within areas of assigned responsibility ek

Interpret. apply. and explain applicable laws and regulations,and Disftrict policies and procedures

- . N . f )

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

s ommunicate effectively erd-appreprately—both orally and in writing=

Stay updated on technology changes and adapt to new technologies

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and paricipate in related training

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

MINIMUM QUALIFICATIONS

Education and Experience Requireament:

Hoeeapeionofan-Associate s sAHe-degree or eguivalent that includes a minimum of 24 semester units in Foreign
Languages, preferably in Spanish and one other language taught at Santa Monica College. A Bpachelor's Bdegree is
desirable.

Experience Reguirement:

Three &=years of experience tutoring students_inclyding—e experience organizing, coordinating, or scheduling the work
of others -e-atea-raaured— Experience leading student workers andior experience working in a community college or
university setting providing academic support services to students is desirable.

Education/Experience Equivalency:
Experience andlor education of the same hlnd level or anmunt a5 reqmred in the minimum u:luaallf'-::atunnu may be
substifuted on & year-for-year basis.

B e = =

Licensure and/or Certification:
Mone.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk and/or hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 2510 pounds. Most offices are high traffic with regular interruptions (phones, students, staff,
other personnel, the public, etc). The noise level can be moderate to high.

|CLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: MHon-exempt

Personnel Commission Approval Date: 1/1986

Class History: Tutoring Coordinator

Ravision Datefs): 11/09/06, 1019711, 2119720 717124
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Modern Language

COMNCEPT OF THE CLASS

Under general supervision, positions in this classification plan, coordinate and lead activities of the Modern Language
Tutoring Center and provide tutorial services.

DISTINGUISING CHARACTERISTICS

The Tutoring Coordinators independently coordinate the daily operations of tutering centers including assigning,
scheduling, and providing guidance and lead direction to tutors, hiring, training and overseeing student workers,
publicizing services, and preparing and maintaining related data and reports.

The Supplemental Instruction Coordinator independently oversees the Supplemental Instruction (S1) program by
identifying, planning and scheduling the Sl course offerings, in addition to recruiting, selecting, training and providing work
direction to the 51 leaders (student workers).

[ESSENTIAL DUTIES
Assesses student tutoring needs to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Develops and implements procedures and activities for the tutoring program for all Modem Language Tutoring Center or
other tutoring areas.

Recruits, hireg, trains and oversees the work of student workers and tutors to provide effective assistance to students in
the lab.

Coordinates work schedules for student workers and tutors at all Modern Language Tutering Center by matching tutors’
abilities with the needs of the students.

Prepares and submitz payroll for student workers.

Creates, updates information in student appeintment tracking system and maintains databases to track student use of
SErvices.

Menitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and maintains the college website that promotes the program and its services.
Develops and provides workshops to students to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies and
develops instructional rezsources to support the tutoring program.

Creates forms and flyers to publicize the tutoring program.
Conducts orientations to clazses and instructors on tutoring and other services offered by the program.

Assists students in utilizing equipment and materials available in the Modem Language tutoring centers at various
campus locations.

Participates in the development and assessment of program effectiveness.
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Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.
Administers assessment tests designed to assess student skills and improvement; facilitates special test proctoring.
Performs other related duties as requested or assigned.

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

SUPERVISION

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

Supervision Exercise:
Positions in thiz classification do not supervise classified staff, but provide guidance and work direction to student
workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Grammar, syntax, and conversational usage of Spanish and any one of the other languages taught at Santa Monica

College sufficient to provide tutoring to andfor to identify appropriate tutors for college-level Modern Language courses

Basic linguistics
Leaming theories and principles, and various learning styles

Principles, techniques, learning strategies and student tutoring procedures

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Materials and equipment used in the labs
Principles, practices and procedurss of effective recruitment, selection, training, and motivation
Related computer programs, systems and databasze development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to assigned program

Basic record-keeping techniques

Ability to:

Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program
Assess student needs and learning styles and design tutoring programs to improve skills

Assess the capabilities and strengths of student workers and tutors

Effectively tutor students in related subject matter area

Operate and demonstrate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direction to student workers and tutors

Organize, set priorities and exercise sound independent judgment within areas of assigned responsibility
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Interpret, apply, and explain applicable laws and regulations, and Disfrict policies and procedures

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

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

Communicate effectively both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education and Experience Requirement:
Associate's degree or equivalent that includes a minimum of 24 semester units in Foreign Languages, preferably in
Spanish and one other language taught at Santa Monica College. A bachelor's degree is desirable.

Experience Reguirement.

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others. Experience leading student workers andlor experience working in @ community college or university setting
providing academic support services to students is desirable.

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

Licensure and/or Certification: None.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Busy Office Environment.

While performing the duties of this job the employee is regularly required fo sit, stand and walk use hands to keyboard,
type, or handle materialz, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 10 pounds. Most offices are high traffic with regular interruptions (phones, students, staff,
other personnel, the public, etc). The noise level can be moderate to high.

[cLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: Mon-exempt

Personnel Commission Approval Date: 11986

Class History: Tutoring Coordinator

Revision Data{s): 11/09/06, 1001911, 211920, 71724
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Agenda Report Number 9
Subject Classification Description Revisions:
Tutoring Coordinator — Science

Date July 17, 2024

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 Tutoring Coordinator — Science.

As part of the cyclical review process, we are reviewing classifications in the Tutoring Coordinator
job discipline. The Tutoring Coordinator — Science coordinates the daily operations of the Science
Tutoring Center providing and promoting tutorial services to help students achieve academic
success, and provides guidance and lead direction to student workers.

The Tutoring Coordinator classification was established in November 2006 as part of the Hay
Study. In October 2011 it was revised and retitled into various tutoring coordinator disciplines.
There is currently one permanent incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for Fiscal Year 2023-24. Incumbents and
CSEA were invited to participate in a class study orientation on August 23, 2023, and September
6, 2023, to discuss the purpose of the study, methodology, timelines, possible outcomes,
implications, and frequently asked questions. Incumbents were asked to complete a Position
Description Questionnaire by September 29, 2023.

Personnel Commission staff consulted with department management to discuss the classification
description. A duty analysis worksheet which rated the frequency and criticality of each duty in
the current class description was completed. Additionally, revisions are proposed to clarify
essential duties, distinguishing characteristics, concept of the class, special requirements, and
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of
the work required.

Additionally, a job evaluation and an external salary survey of 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 include a more
accurate description of the work performed. Additional changes serve to clarify the concept of
the class, essential duties, KSAs (knowledge, skills and abilities) and special requirements.
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A comprehensive salary survey of 16 comparable agencies was conducted to examine industry
trends and determine current salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). As a result, salary allocation is recommended based on internal alignment.
Commission staff found variation in organizational structure at benchmark agencies that limited
appropriate matches. A number of organizations reviewed housed tutoring for specific academic
discipline under academic departments managed by Faculty or had a centralized District tutoring
program with fewer and broader classifications, making matching difficult.

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

% DIFF BETWEEN
JOB TITLE RANGE MIN MAX LEVELS
Tutoring Coordinator — Business 34 S5,876 $7,143 0.00%
Tutoring Coordinator — English and Humanities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Learning Disabilities 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Math 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Modern Language 34 S5,876 $7,143 0.00%
Tutoring Coordinator — Science 34 $5876 | 57,143 15.76%
Instructional Tutor - English 28 S5,076 $6,170 0.00%
Instructional Tutor — Math 28 S5,076 $6,170 0.00%
Instructional Assistant - Learning Disabilities 28 S5,076 $6,170
SALARY ALLOCATION

The current salary range for Tutoring Coordinator — Science is Range 34 on the Classified
Employee Salary Schedule and is appropriately allocated between job discipline series, with the
lower-level Instructional Tutors, given the level of knowledge and complexity of work required.
As such, it is recommended that the salary placement for this role remain at Range 34.

Cyclical review results have been sent to the 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 Tutoring Coordinator — Science.

Disposition by the Commission

Motion Made By Deborah Jansen
Seconded By Lawrence Leone
Ayes 5

Nays 0

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

Tutoring Coordinator — Science

|CONCEPT OF THE CLASS |

Under general supervision. Ppositions in this classification plan,_coordinate and lkead activities of the Science Tutoring Center

and prn'.rlde tutorial sewlcesmmummmmmpmm

|DI5‘I1NGUISHING CHARACTERISTICS |

The Tutorlnn Coordlnaturs mdependenth' u:m:urdlnate the dall,r u:u::uerﬁtu:un u:uf tutorlnu: centers |nc|ud|n|: assigning,

publicizing services, and preparing and malntﬁlnlnq related data and reports.

The Sudertiandase-fpeatatat—Supplemental Instruction
Supplemental Instruction (S1) program by identifying, planning and scheduling the Sl course offerings, in addition to

ecmmng selectlng tralnlng and Emwdmg work dlrectmn to 11'1& Sl leaders 5student workerﬂzela-sy-s—dwt-ngﬂ-eh-ed#em

ESSENTIAL DUTIES
Assesses student tutoring needs asddesigreindiddusiizad croqramis to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Develops andk implements procedures and activities for the tutering program for all Science centers or other tutoring
areas.

Recruits, hires_irains and oversees the work of student workers and futors—rainstuiomi-onbasi-practicas to provide
effective assistance to students in the lab.

Coordinates work schedules for student workers and tutors at all Science centers by matching tutors’ abilities with the needs
of the students.

Prepares and submits payroll for student workers faters-

Creates Wypdates information in student appointment tracking svatem and maintains databases to track student use of

sernvices.

Monitors the tutering budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed established limitations.

Creates and Mmaintains pageis-eathe college website that promotes the program and its services.

Develops and provides workshops to students and tutors to support instructional programs.
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Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies
instructional resources to support the tutoring program.

Creates and Bdistributes forms and flyers to publicize the tutoring program.

Conducts orientations foferatsdantar clagsses and regutari-mfamsra-instructors on tutoring pregrasse and preratos
other services offered by the program Learming Resourcas Caniar

Assists students in utilizing equipment and materials available in the Science tutering centers at various campus
locations.

Participates in the development and assessment of program effectiveness and prepares required reports.

Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.

Collaborates with Learning Resource Center and tutering coordinators, paricipates in common activities and
contributes to departmental initiatives.

Performs other related duties as requested or assigned.

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

[SUPERVISION

Leyval of Supervision Received:

UadergGeneral supervision is received from an assigned administrator. dirsstiocr{The employee receives
assignments and iz expected to carry them through to completion with substantial independen ce swhila-working-

Lavel of Supervision Exercised:
Positions in this classification do not supervise classified staff. but Rprovides guidance and work direction to sfudent
WDI’I“.ETMFE-. He-poeition-doss-nolsunends = srclaseifiead po 'e-.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

&College-level science material, including life science, chemistry, physics and Earth science sufficient to provide tutoring to
andfor to identify appropriate tutors for college-level science courses-

Epowladge-ofll earning theores and principles, and various learning styles—

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Principles, practices and procedures of effective recruitment, selection. training, and motivation

Related computer programs. systems and database development

Federal and State laws. requlations. requirements and procedural guidelines pertaining to student programs as it relates
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Ability tog

-=Communicate effectively ard-approprately both orally and in writing-

Drganize,_set priorities and exercise sound independent judgment within areas of assigned responsibility-werk-

Ay toadssess student needs and leaming styles and design tutoring programs o improve skills. Ability to assess the
capabiliies and strengths of tutors.

Aepita-al ffectively tutor students in related subject matter area=
Ahiyte-aOperate and demonstrate the use of equipment in the lab-
bl to aFffectively train, coordinate, schedule and provide work direction to tutors-

Interpret._apply. and explain applhicable laws and requlations. and District policies and procedures

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

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

Stay updated on technology changes and adapt to new technologies

Role model exceptional intemal and extemnal customer service

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

| MIMIMUM QUALIFICATIONS
Education and Experience Reguirement:

Peassasiar-atar-at ssociate’'s degree gr eguivalent that includes a minimum of 24 semester units in two or more of the
following subjects: biology, chemistry, physics, and Earth science. A Bachelor's Bdegree is desirable.

Experience Reguirement:
Three=t2= years of experience tutoring students_including —==xperience organizing, coordinating, or scheduling the

work of others e-aleereguired- Experience leading student workers and/or experience working in a community college
or university setting providing academic support services to students is desirable.

Education/'Experience Equivalency:
Experience andlor education of the same kind, level or amount as reguired in the minimum gualifications
chalar's Nanrge o Bislso Chamiptng Dhyaiss n b ecianca o apaly ralgtad Sald o g i

may be.-

Licensure and/or Certification:
Mone,

Special Reguirements:
Willingness and ability to work varied hours,_including some evenings.

|WDRKING ENVIRONMENT AND PHYSICAL DEMANDS
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Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must
occasionally lift andfor move 10<% pounds. Most offices are high traffic with regular interruptions (phones, students,
staff, other personnel, the public, etc). The noise level can be moderate to high.

CLASS DETAIL

Jab Family: Instructional Support (Student Services/Classroom)
FLSA Status: MNon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Date(s): 1061911, 6M3M6_FMTiI24
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Santa Monica Community College District
Personnel Commission

Tutoring Coordinator — Science

|CONCEPT OF THE CLASS |

Under general supervision, positions in thiz classification pkan, coordinate and lead activities of the Science Tutoring Center
and provide tutorial services.

| DISTINGUISHING CHARACTERISTICS |

The Tutoring Coordinators independently coordinate the daily operations of tutoring centers including assigning,
scheduling, and providing guidance and lead direction to tutors, hiring, fraining and overseeing student workers,
publicizing services, and preparing and maintaining related data and reporis.

The Supplemental Instruction Coordinator independently oversees the Supplemental Instruction (S1) program by
identifying, planning and scheduling the 51 course offerings, in addition to recruiting, selecting, training and providing
work direction to the Sl leaders (student workers).
|[ESSENTIAL DUTIES

Assesses student tutoring needs to help the student improve academic skills.

Provides on-ground and synchronous online tutoring services to students by assisting students in improving study skills,
in understanding course content, and in completing assignments.

Dewvelops and implements procedures and activities for the tutoring program for all Science centers or other tutoring
areas.

Recruits, hires, frains and oversees the work of student workers and tutors to provide effective assistance to students in the
lab.

Coordinates work schedules for student workers and tutors at all Science centers by matehing tutors” abilities with the needs
of the students.

Prepares and submits payroll for student workers.

Creates, updates information in student appointment tracking system and maintains databases to track student use of
SEMVICES.

Maonitors the tutoring budget as assigned; provides input concerning related expenditures; assists in assuring
expenditures do not exceed establizhed limitations.

Creates and maintains the college website that promotes the program and its services.
Dewvelops and provides workshops to students and tutors to support instructional programs.

Consults with faculty and other campus staff to ensure the program is meeting the needs of students and identifies
instructional resources to support the tutoring program.

Creates and distributes forms and flyers to publicize the tutoring program.
Conducts orientations o classes and instructors on tutoring and other services offered by the program.

Assists students in utilizing equipment and materials available in the Science tutering centers at various campus
locations.

Participates in the development and assessment of program effectiveness and prepares required reports.

Utilize educational resources, software, and technology to supplement tutoring sessions and enhance student learning.
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Collaborates with Learning Resource Center and futoring coordinators, participates in common activities and
contributes to departmental initiatives.

Performs other related duties as requested or assigned.

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

SUPERVISION

Level of Supervision Received:

General supervision is received from an assigned administrator. The employee receives assignments and is expected
to camy them through to completion with substantial independence.

Level of Supervision Exercised:
Positions in this classification do not supervise classified staff, but provide guidance and work direction to student
workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

College-level science material, including life science, chemistry, physics and Earth science sufficient to provide tutoring to
and/or to identify appropriate tutors for college-level science courses

Leaming thecries and principles, and varnous leaming styles

Principles and practices involved in planning, resource allocation, basic budgeting, coordination, marketing, and
implementation of assigned tutoring program

Principles, practices and procedures of effective recruitment, selection, training, and motivation

Related computer programs, systems and database development

Federal and State laws, regulations, requirements and procedural guidelines pertaining to student programs as it relates
to assigned program

Basic record-keeping techniques

Ability to:

Communicate effectively both orally and in writing

Plan, coordinate, implement, and evaluate daily operations, activities and services of assigned tutorial program
Organize, set priorities and exercise sound independent judgment within areas of assigned responsibility

Assess student needs and learning styles and design tutoring programs fo improve skills. Ability to assess the capabilities
and strengths of tutors

Effectively tutor students in related subject matter area

Operate and demonstrate the use of equipment in the lab

Effectively train, coordinate, schedule and provide work direction to tutors

Interpret, apply, and explain applicable laws and regulations, and Disftrict policies and procedures
Operate a computer using computer applications, programs and standard office equipment
Organize and maintain specialized files and confidentiality of employee and student information
Stay updated on technology changes and adapt to new technologies

Role model exceptional intermal and external customer service
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Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related fraining

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

MINIMUM QUALIFICATIONS

Education and Experience Reguirement:

Associate's degree or equivalent that includes a minimum of 24 semester units in two or more of the following subjects:
biology, chemistry, physics, and Earth science. A Bachelor's degree is desirable.

Experience Reguirement:

Three years of experience tutoring students, including experience organizing, coordinating, or scheduling the work of
others. Experience leading student workers and/or experience working in a community college or university setting
providing academic support services to students is desirable.

Education/Experience Eguivalency:
Experience andfor education of the same kind, level or amount as required in the minimum qualifications may be.

Licensure and/or Gertification: None.

Special Requiraments:
Willingness and ability to work varied hours, including some evenings.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

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

Busy Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand and walk use hands to keyboard,
type, or handle materials, and talk andfor hear. The employee frequently lifts and or moves up to 10 pounds and must

occasionally lift andfor move 10 pounds. Most offices are high traffic with regular intermuptions (phones, students, staff,
other personnel, the public, etc). The noize level can be moderate to high.

CLASS DETAIL

Job Family: Instructional Support (Student Services/Classroom)
FLSA Status: MNon-exempt

Personnel Commission Approval Date: 11/09/06

Class History: Tutoring Coordinator

Revision Date(s): 10619411, BMSM16, TMTI24
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Agenda Report Number 10
Subject Classification Description Revisions:
Sign Language Interpreter Il

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By John Linke, Supervising Personnel Analyst
BACKGROUND

Attached for your approval is a revised classification description for Sign Language Interpreter Ill.
This classification was created in November 1981, and was last revised as part of the cyclical
classification study in September 2020. The Personnel Commission will be recruiting to fill one
vacancy for this classification. The Department requested minor changes to clarify the duties and
scope of responsibility for this role. Additional minor changes are also being proposed to the
knowledge, skills and abilities to better capture the abilities of the role and incorporate
established diversity, equity, and inclusion statements.

METHODOLOGY

Personnel Commission staff met with department leadership to review the current classification
description and determine if the duties, minimum qualifications, and knowledge, skills, and
abilities listed still accurately reflect the expectations of the job.

RESULTS

Revisions to job duties and knowledge, skills and abilities are being recommended to refine the
scope of work performed by this role. Description changes will not warrant salary reallocation.
Revisions were sent for review to the incumbents, CSEA, Department Leadership, Business
Services, Human Resources, and the Superintendent/President.

RECOMMENDATIONS
It is recommended that the Commission approve the attached revisions to the classification
description for Sign Language Interpreter Ill.

Disposition by the Commission

Motion Made By Barbara Greenstein
Seconded By Joy Abbott

Ayes 5

Nays 0

Abstentions 0
Amendments/Comments

72



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, July 17, 2024

Santa Monica Community College District
Personnel Commission

Sign Language Interpreter Il

|CONCEPT OF THE CLASS |

Under general supervision, positions in this classification apply advanced knowledge of
American Sign Language/Signed English to interpret and transliterate in classes and related
college activities with highly technical content for deaf and hard of heaning students registered
with the Center for Students with Disabilities.

| DISTINGUISHING CHARACTERISTICS |

The Sign Language Interpreter lll is responsible for interpreting highly technical lecturs
content requining more specialized signs, such as Science, History, and Psychology and can
interpret for any course or event offered by the College.

The Sign Language Interpreter Il is responsible for interpreting moderately technical lastuss
content in classes such as Business, Mathematics, Science and upper-level English and can
interpret for all moderate and lower-level courses, as well as events requiring comparable levels
of knowledge.

The Sign Language Interpreter | classification is responsible for interpreting non-technical to
moderately technical lestusa—content in classes such as lower-level Computer courses, lower-
level English, Physical Education, and first-year Cosmetology and can interpret for all lower-level
courses, as well as events requiring comparable levels of knowledge.

|ESSENTIAL DUTIES |

Interprets and-franslateselassreamlectiures simulianesush~and facilitates communication
between deaf and hard of hearing students and hearing faculty, staff and students in
classesreems, meetings, activities, campus events, and emergencies on campus; participates in
team interpreting situations.

Conveys the meaning and spirit of the hearing speaker using American Sign Language or
signed English and conveys verbally the meaning and spirit of the deaf or hard of hearing

e = e e o e

Adheres to Reqgistry of Interpreters for the Deaf (RID) Code of Professional Conduct in the
performance of all duties.

Observes and teams with other interpreters; mentors and provides technical sign support and
ethical advisement to Sign Language Interpretars | and 1.

Maintains harmonious operating conditions at all times while servicing a multicultural and
multiethnic student population.

Responds to student difficulties and concerns with understanding and sensitivity.

Assists the Deaf and Hard of Hearing Services Supervisor with scheduling, payroll, activity
planning for deaf and hard of hearing students, and related program functions.

Provides technical sign support and ethical advisement.
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| ) Lk et ] mEay W, | |
W..n ekl s o

Reads text, handouts, asd-dictionaries,_and online materals to gain familianty with and
understanding of course content; prepares translation of difficult to interpret words and phrases.

Researches and collects existing technical signs and establishes special signs and/for
vocabulary for uncommon scientific/technical terms or concepts in order to consistently update
and maintain the office dictionary of technical signs.

Litilizes resources to increase knowledge of Amencan Sign Language, proper interpreting
procedures, Deaf Culture, and specialized vocabulary.

Proctors exams as necessary.

May perform routine clerical duties when not assigned to perform interpreting work, such as
reception, answering phones, scheduling student appointments, responding to emails, filing,
and photocopying.

May attend workshops and conferences to improve and maintain interprating skill level and
keeps abreast of interpreting trends by studying specialized ASL vocabulary and other
materials.

Performs other related duties as requested or assigned.

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

| SUPERVISION |

Supervision Received:
Under general supervision, the employee receives assignments and is expected to carmy them
through to completion with substantial independence.

Supervision Exercised:
Positions in this classification do not supervise other classified positions. Mentoring is provided
to lower lavel Sign Language Interpreters.

[KNOWLEDGE, SKILLS AND ABILITIES |
Knowledge of:

Highly technical American Sign Language (ASL), Pidgin Signed English (PSE), and interpreting
techniques

Appropriate roles, ethical considerations and individual responsibilities relating to interpreting for
deaf and hard of hearing persons

Applicable Federal, State, and local laws and procedures, and code of professional conduct for
interpreting

Deaf cultural values and general issues

Resources available to sign language interpretersitransliterators in order to improve knowledge
and skills

Current trends and developments in the field of interpreting

Effective oral and non-verbal communication including facial, eye, lip-reading and body
language

Modern office practices and procedures
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Ability to:
Use effective interpersonal skills to respond to people and situations with tact, patience, and
courtesy

Communicate effectively orally, manually, and in writing
Interpret and transliterate messages spoken by hearing people into ASL or PSE

Interpret higher-level technical academic material requiring specialized Sign Language
vocabulary utilizing highly proficient English and ASL/PSE for all types and levels of courses
offered by a community college

Woice messages signed by deaf or hard of hearing people into sramsratically
semresiconceptually accurate English-sericrsas

Research and establish special signs for highly technical terms or concepts

Interpret, apply, explain, and reach sound decisions in accordance with applicable laws,
regulations, code of conduct and District policies and procedures

Assess individual situations to determine the needs of each deaf or hard of hearing student

Organize and track multiple assignments to ensure completion, and adapt to sudden changes in
scheduling and work assignments

Receive and provide training and mentorship and attend various workshops in order to improve
interpreting/transliterating skill

Operate a computer using computer applications, programs, and standard office equipment
Leam a varety of routine reception and clerical procedures

Stay abreast of technology changes and adapt to new technologies

Learn to use a variety of office equipment to assist students with disabilities

Work successfully and collaboratively as part of an interpreting team in the classroom or other
campus setfings

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

Demonstrate knowledge of diversity_equitv,_inclusion, and accessibility principles and
participate in related training

| MINIMUM QUALIFICATIONS |

Education Requirement:
Associate's degree or equivalent and graduation from an Interpreter Training Program (ITP) or
equivalent.

Experience Requirement:

Three years (3) of paid work experience interprating for the deaf and hard of hearing using oral
and manual forms of communication in a vanety of settings. Experience interpreting in an
academic setting is highly desirable.

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

Licensure and/or Certification:

The following professional certifications are considered highly desirable:

Proof of the National Association of the Deaf (NADYRegistry of Interpreters for the Deaf (RID)
certification at Level 3 or higher; American Consortium of Certified Interpreters (ACCI)
certification at Level 3 or higher; Reqgistry of Interpreters for the Deaf (RID) Certificate of
Transliteration (CT), Certificate of Interpretation (Cl), or Mational Interpreter Certification (NIC);
or Educational Interpreter Performance Assessment at Level 4.0 or higher.

|WORKIMG ENVIRONMENT AND PHYSICAL DEMANDS |

Disclosure:

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

Working Environment and Physical Demands:

While performing the duties of this job the employee repeatedly uses hands to sign and is
regularly required to sit, stand, walk, talk, and hear. The employee is occasionally required to
keyboard, type, or handle matenals. The employee is occasionally required to ift, carry, push,
or pull up to 25 pounds. While performing the duties of this job, the noise level in the work
environment is often loud and can vary greatly.

|GLA.SS DETAIL |
Job Family: Instructional Support (Student
Services/Classroom)
FLSA Status: Mon-Exempt
Personnel Commission Approval Date: 11119781
Class History: Mone
- . 01/86, 01/23/91, 06M301, 11/09/086,
Revision Date(s): 10/17/07, 12115110, 09/16/20_7/17/24
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Santa Monica Community College District
Personnel Commission

Sign Language Interpreter Il

COMCEPT OF THE CLASS

Under general supervision, positions in this classification apply advanced knowledge of American Sign
Language/Signed English to interpret and transliterate in clazses and related college activities with highly
technical content for deaf and hard of hearing students registered with the Center for Students with
Dizabilities.

DISTINGUISHING CHARACTERISTICS

The Sign Language Interpreter lll is regponsgible for interpreting highly technical content reguiring more
specialized signs, such as Science, History, and Psychology and can interpret for any course or event
offered by the College.

The Sign Language Interpreter 1l iz responsible for interpreting moderately technical content in classes
such as Business, Mathematics, Science and upper-level English and can interpret for all moderate and
lower-level courses, as well as events requiring comparable levels of knowledge.

The Sign Language Interpreter | classification is responsible for interpreting non-technical to moderately
technical contentin classes such as lower-level Computer courses, lower-level English, Physical Education,
and first-year Cosmetology and can interpret for all lower-level courses, as well as events requiring
comparable levels of knowledge.

|[ESSENTIAL DUTIES |

Interprets and facilitates communication between deaf and hard of hearing students and hearing faculty,
staff and students in claszes, mestings, activities, campus events, and emergencies on campus,
participates in team interpreting situations.

Conveys the meaning and spirit of the hearing speaker using American Sign Language or signed English
and conveys verbally the meaning and spirit of the deaf or hard of hearing signer..

Adheres to Registry of Interpreters for the Deaf (RID) Code of Professional Conduct inm the performance of
all duties.

Observes and teams with other interpreters; mentors and provides technical sign support and ethical
advisement to Sign Language Interpreters | and II.

Maintains harmonious operating conditions at all times while servicing a multicultural and multiethnic
student population.

Rezsponds to student difficulties and concerns with understanding and sensitivity.

Asgsists the Deaf and Hard of Hearing Services Supervizor with scheduling, payroll, activity planning for
deaf and hard of hearing students, and related program functions.

Provides technical sign support and ethical advisement.

Reads text, handouts, dictionaries, and online materals to gain familiarity with and understanding of
course content; prepares franslation of difficult to interpret words and phrases.

Researches and collects existing technical signs and establishes special signs andfor vocabulary for

uncommon scientifictechnical terms or concepts in order to consistently update and maintain the office
dictionary of technical signs.
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Utilizes resources to increase knowledge of American Sign Language, proper interpreting procedures,
Deaf Culture, and specialized vocabulary.

Proctors exams as necessary.

May perform routine clerical duties when not assigned to perform interpreting work, such as reception,
answering phones, scheduling student appointments, responding to emails, filing, and photocopying.

May attend workshops and conferences to improve and maintain interpreting skill level and keeps abreast
of interpreting trends by studying specialized ASL vocabulary and other materials.

Performs other related duties as requested or assigned.

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

SUPERVISION

Supervision Received:
Under general supervigion, the employee receives assignments and is expected to carry them through to
completion with substantial independence.

Supervision Exercised:
Positions in this classification do not supervise other classified positions. Mentering is provided to lower
level Sign Language Interpreters.

|KNGWLEDGE, SKILLS AND ABILITIES
Knowledge of:

Highly technical American Sign Language (ASL), Pidgin Signed English {PSE), and interpreting
technigues

Appropriate roles, ethical considerations and individual responsibilities relating to interpreting for deaf and
hard of hearing persons

Applicable Federal, State, and local laws and procedures, and code of professional conduct for
interpreting

Deaf cultural values and general issues

Reszources available to sign language interpretersitransliterators in order to improve knowledge and skills
Current trends and developments in the field of interpreting

Effective oral and non-verbal communication including facial, eye, lip-reading and body language

Modern office practices and procedures

Ability to:

Use effective interpersonal skills to respond to pecple and situations with tact, patience, and courtesy
Communicate effectively orally, manually, and in writing
Interpret and transliterate messages spoken by hearing people into ASL or PSE

Interpret higher-level technical academic material requiring specialized Sign Language vocabulary utilizing
highly proficient English and ASL/PSE for all types and levels of courses offered by a community college

YYoice messages signed by deaf or hard of hearing people into conceptually accurate English

Research and establish special signs for highly technical terms or concepts
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Interpret, apply, explain, and reach sound decisions in accordance with applicable laws, regulations, code
of conduct and District policies and procedures

Agsess individual situations to determine the needs of each deaf or hard of hearing student

Organize and track multiple assignments to ensure completion, and adapt to sudden changes in
scheduling and work assignments

Receive and provide training and mentorship and attend various workshops in order to improve
interpretingftransliterating skill

Operate a computer using computer applications, programs, and standard office equipment
Learn a variety of routine reception and clerical procedures
Stay abreast of technolegy changes and adapt to new technologies

Learn to use a varety of office eguipment to assist students with disabilities

Work successfully and collaboratively as part of an interpreting team in the classroom or other campus
seftings

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

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and pariicipate in
related fraining

MINIMUM QUALIFICATIONS

Education Reguirament:
Associate’s degree or equivalent and graduation from an Interpreter Training Program (ITF) or equivalent.

Experience Reguirement:

Three years (3] of paid work experience interpreting for the deaf and hard of hearing using oral and
manual forms of communication in a variety of setlings. Experience interpreting in an academic setting is
highly desirable.

Education/Experience Equivalency:

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

Licensure and/or Certification:

The following professional certifications are considered highly desirable:

Proof of the Mational Association of the Deaf (NADJ/Registry of Interpreters for the Deaf (RID) certification
at Level 3 or higher; American Consortium of Certified Interpreters (ACCI) certification at Level 3 or
higher; Registry of Interpreters for the Deaf (RID) Certificate of Transliteration (CT), Certificate of
Interpretation (Cl), or National Interpreter Cerfification (MIC); or Educational Interpreter Performance
Agsessment at Level 4.0 or higher.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS

Disclosure:

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

Waorking Environment and Physical Demands:

While performing the duties of this job the employee repeatedly uses hands to sign and is regularly
required to sit, stand, walk, talk, and hear. The employee is occasionally required to keyboard, type, or
handle materialz. The employee is occasionally required to lift, carmy, push, or pull up to 25 pounds.
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While performing the duties of this job, the noise level in the work environment is often loud and can vary

greatly.
CLASS DETAIL
Job Family: Instructional Support (Student
Services/Classroom)
FLSA Status: MNon-Exempt
Personnal Commission Approval Date: 11/19/81
Class History: MNone
Revision Date(s): 01/86, 01/23/91, 06/13/01, 11/0%06, 1017107,
: 121510, 0918520, 717124
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Agenda Report Number 11

Subject Request for Approval of Advanced Step Placement:
Database Administrator

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By John Linke, Supervising Personnel Analyst

It is requested that the Personnel Commission approve an initial salary placement for Devender
Narula, Database Administrator, at Range 58, Step D on the Classified Employees Salary
Schedule.

The Minimum Qualifications for this position include a Bachelor’s degree in a related field, and at
least four years of increasingly responsible experience with databases, database application
servers, web application services, and n-tier systems architecture administration in a large-scale
Oracle environment.

This candidate possesses a Master’s degree in Computer Science, and over 20 years of
experience with Oracle database administration.

Merit Rule 12.2.4 B (4) Salary on Employment

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

Disposition by the Commission

Motion Made By Deborah Jansen
Seconded By Barbara Greenstein
Ayes 5

Nays 0

Abstentions 0
Amendments/Comments
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Disposition by the Commission

Motion Made By Joy Abbott
Seconded By Lawrence Leone
Ayes 5

Nays 0

Abstentions 0
Amendments/Comments
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Agenda Report Number 12

Subject Examination Schedule

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

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

Class Title Field of Competition Time
Administrative Assistant | Promotional 3 Weeks
Administrative Assistant |l Promotional 3 Weeks
EOPS/CARE Supervisor Promotional 3 Weeks
Laboratory Technician- Promotional 'f]r.]d 3 Weeks
Photography Open Competitive
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Agenda Report Number 13

Subject Ratification of Eligibility Lists

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following Eligibility Lists.

Number of
I . Total Number of o
Classification Promotional _ Expiration Date
. Candidates
Candidates
Database Administrator 0 5 7/1/25
International Student Services
Specialist (Promo) 2 2 1/7/25
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Agenda Report Number 14

Subject Extension of Eligibility Lists

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

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

Original Current | Number of | Number of | Proposed

Classification Expiration | Expiration | Candidates | Ranks on | Expiration
Date Date on List List Date

Administrative Assistant I 7/16/2024 |7/16/2024 15 8 9/16/2024
Instructional Assistant —
Learning Disabilities 5/18/2024 |8/18/2024 5 4 5/18/2025
Plumber 5/16/2024 |8/16/2024 8 4 9/16/2024
Program Specialist 8/7/2024 | 8/7/2024 2 2 8/7/2025

The Personnel Commission staff believes there are a sufficient number of available eligibles
remaining to fill any future vacancies anticipated for the next six months.

Merit Rule 6.2.3 (C) Duration of Eligibility List

6.2.3 (C)
A. 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 as
indicated above.
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Agenda Report Number 15

Subject Ratification of Meeting Minutes

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following Minutes:

1. Regular Meeting Minutes- June 20, 2024
2. Special Meeting Minutes-June 26, 2024
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Agenda Report Number 16

Subject Ratification of Working Out of Class and Internal Limited Term
Assignments

Date July 17, 2024

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following provisional working out
of class assignments.
l. Provisional Working out of Class Assignment

Name/Permanent Class Provisional WOC Assignment* | Dates of Current Assignment

Anisha DiGrigorio,

Human Resources Specialist

Dawn Noguera,

Human Resources Specialist

Debra Willoughby,

Human Resources Specialist

Yesenia Penate,

Human Resources Specialist

Demi Rodriguez, Employee Benefits Coordinator

Human Resources Specialist (Substitute Assignment)

Jonathan Rosas,

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

Human Resources Technician 8/1/2024 to 12/4/2024

Human Resources Technician 8/1/2024 to 12/4/2024

Human Resources Technician 8/1/2024 to 12/4/2024

Human Resources Technician 8/1/2024 to 12/4/2024

7/16/2024 to 11/19/2024

Senior Campus Safety Officer 8/5/2024 to 10/10/2024

3.2.10
A. CONCEPT OF WORKING OUT OF CLASSIFICATION

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

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

3. Working out of class assignments are designed for temporary situations and shall not be used to
place an employee in a long-term or permanent assignment in a higher or different classification.
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No employee shall be assigned to work out of class beyond the time limits specified in Merit Rule
7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term Appointments).

B. Procedure for Supervisor Requesting Approval for Working Out of Class

3. The Director of Classified Personnel will advise the Office of Human Resources
of the findings and shall present those findings, including the recommended pay
differential, to the Personnel Commission for approval. Confirmation of this
approval shall then be sent by the Personnel Commission to the Supervisor and
the employee, and forwarded to the Board of Trustees for final approval.

Agreement between Santa Monica Community College and CSEA, Chapter 36, Article 11

11.7 Work out of Classification
11.7.1 Definition:

Working out of classification assignments shall not exceed a period of ninety (90)

working days per fiscal year and no more than ninety (90) days in any one

hundred eighty (180) day period.
11.7.3 Compensation:

a. In the event that an employee is assigned duties at a higher classification as
defined above and those duties make up at least fifty percent (50%) of the
employee’s daily assignments, the employee salary shall be adjusted as set
forth in Section 11.4.1.

b. If those duties make up less than fifty percent (50%) of the employee’s daily
assignment, the District shall pay the employee equal to one half (1/2) of
the stipend that would have been paid under sub division a (above)

11.4 Salary on Promotion

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

RECOMMENDATION

It is recommended that the Personnel Commission approve the requests for working out-of-class
for the appropriate stipend as indicated under subdivision a of CSEA, Chapter 36, Article
11.7.3.b. (above).
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Agenda Report Number 17
Subject Appointments to Provisional Assignments
Date July 17, 2024
To Members of the Personnel Commission
Carol Long,
From . I
Director of the Personnel Commission
By Tatiana Morrison, Personnel Technician

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

Candidate Position Department Duration*
Jl\;l;r;?lnes Perez, Administrative Clerk Learning Resources Center 7/1/24-8/22/24
Aninyei, Paul Customer Services Assistant Campus Store 7/1/24-12/23/24
Trujeque, Angelic Customer Services Assistant Campus Store 7/1/24-12/23/24
Chan, Oliver Accompanist-Music Music 7/1/24-12/31/24
Fritzen, Gary Accompanist-Music Music 7/1/24-12/31/24
McNaughton, Joellen Accompanist-Music Music 7/1/24-12/31/24
Nesteruk, Gary Accompanist-Music Music 7/1/24-12/31/24
Russell, Regan Accompanist-Music Music 7/1/24-12/31/24
Tan, Barry Accompanist-Music Music 7/1/24-12/31/24
McNaughton, Joellen | Accompanist-Music Performance Music 7/1/24-12/31/24
Nesteruk, Gary Accompanist-Music Performance Music 7/1/24-12/31/24
Carbone, John Accompanist-Dance Dance 7/1/24-12/31/24
Mallinger, Matthew Accompanist-Dance Dance 7/1/24-12/31/24
Plotkin, Alla Accompanist-Dance Dance 7/1/24-12/31/24
Soro, Ghenemon Accompanist-Dance Dance 7/1/24-12/31/24
Sow, Malick Accompanist-Dance Dance 7/1/24-12/31/24
Ter-Avanesova Accompanist-Dance Dance 7/1/24-12/31/24
Martinez, Paul Theater Arts Operations Assistant Theatre Arts 7/1/24-9/30/24
Avila Galeana, Denise Student Services Clerk Welcome Center 7/1/24-6/30/25
Hart, Rome Student Services Clerk Welcome Center 7/1/24-6/30/25
g?sr?slzaomrto’ Student Services Clerk International Student Center 7/1/24-1/2/25
Schallert, Jennifer Costume Designer Theatre Arts 7/1/24-12/31/24
Berney, Andrew Laboratory Technician-Art Art 7/1/24-12/31/24
Frale, Darren Laboratory Technician-Art Art 7/1/24-12/31/24
Freedman, Myles Laboratory Technician-Art Art 7/1/24-12/31/24
Haskell, Susan Laboratory Technician-Art Art 7/1/24-12/31/24
Kobashi, Todd Laboratory Technician-Art Art 7/1/24-12/31/24
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Buzzell, Kevin

Laboratory Technician-

Academic Affairs

7/1/24-12/31/24

Photography

Payne, Ariel Laboratory Technician- Academic Affairs 7/1/24-12/31/24
’ Photography

Britt, Julia Personnel Analyst Personnel Commission 7/1/24-9/15/24

Agolsove, Alexis Theater Technical Specialist Facilities 7/1/24-6/30/25
Alvarez, Sonia Theater Technical Specialist Facilities 7/1/24-6/30/25
Amerman, Thomas Theater Technical Specialist Facilities 7/1/24-6/30/25
pmurrio-Bravo, Theater Technical Specialist Facilities 7/1/24-6/30/25
Ricardo

Barondeau, Shannon Theater Technical Specialist Facilities 7/1/24-6/30/25
Bittencourt, Rafael Theater Technical Specialist Facilities 7/1/24-6/30/25
Brewer, Jeremy Theater Technical Specialist Facilities 7/1/24-6/30/25
Deuel, Sean Theater Technical Specialist Facilities 7/1/24-6/30/25
Dionne, Chris Theater Technical Specialist Facilities 7/1/24-6/30/25
Fernandez, Daniel Theater Technical Specialist Facilities 7/1/24-6/30/25
Forsyth, Myckinnon Theater Technical Specialist Facilities 7/1/24-6/30/25
Fraire, Josemanuel Theater Technical Specialist Facilities 7/1/24-6/30/25
Gasparich, Christina Theater Technical Specialist Facilities 7/1/24-6/30/25
Geller, Frances Theater Technical Specialist Facilities 7/1/24-6/30/25
Gibbons, Amelia Theater Technical Specialist Facilities 7/1/24-6/30/25
Hidalgo, Michael Theater Technical Specialist Facilities 7/1/24-6/30/25
Ibarra, Jacob Theater Technical Specialist Facilities 7/1/24-6/30/25
Uaja, Nicole Theater Technical Specialist Facilities 7/1/24-6/30/25
Uohnson, Edward Theater Technical Specialist Facilities 7/1/24-6/30/25
Uu, Vincent Theater Technical Specialist Facilities 7/1/24-6/30/25
Kessel, Mark Theater Technical Specialist Facilities 7/1/24-6/30/25
Koelle, Martha Theater Technical Specialist Facilities 7/1/24-6/30/25
Lansdown, Sonya Theater Technical Specialist Facilities 7/1/24-6/30/25
Linde, Adam Theater Technical Specialist Facilities 7/1/24-6/30/25
Mavyer, Justin Theater Technical Specialist Facilities 7/1/24-6/30/25
Mori, Marika Theater Technical Specialist Facilities 7/1/24-6/30/25
Nelson, Sean Theater Technical Specialist Facilities 7/1/24-6/30/25
Palomino, Eden Theater Technical Specialist Facilities 7/1/24-6/30/25
Petriello, Andrew Theater Technical Specialist Facilities 7/1/24-6/30/25
Pineda, Johnnyangel Theater Technical Specialist Facilities 7/1/24-6/30/25
Postley, Colin Theater Technical Specialist Facilities 7/1/24-6/30/25
j{jr:/aetsr;z:)res’ Theater Technical Specialist Facilities 7/1/24-6/30/25
Rios, David Theater Technical Specialist Facilities 7/1/24-6/30/25
Shea, Teresa Theater Technical Specialist Facilities 7/1/24-6/30/25
Snyder, John Theater Technical Specialist Facilities 7/1/24-6/30/25

90




Santa Monica College
Personnel Commission

Regular Meeting Minutes

Wednesday, July 17, 2024

Sperry, Adam Theater Technical Specialist Facilities 7/1/24-6/30/25
Stancliff, Shelby Theater Technical Specialist Facilities 7/1/24-6/30/25
Storniolo, Anthony Theater Technical Specialist Facilities 7/1/24-6/30/25
Tittle, Toby Theater Technical Specialist Facilities 7/1/24-6/30/25
Tuttle, Daniel Theater Technical Specialist Facilities 7/1/24-6/30/25
\Vancura, Andrea Theater Technical Specialist Facilities 7/1/24-6/30/25
Watanabe, Atsushi Theater Technical Specialist Facilities 7/1/24-6/30/25
Weber, Angelea Theater Technical Specialist Facilities 7/1/24-6/30/25

Aninyei, Paul

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Beatty, Jennifer

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Belcher, Patricia

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Carey, Daniel

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Emadi Estarabad,
Seyedeh Sarvena

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Haque, Farrah

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

l[rumva, Landry

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Juarez, Tina

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Kang, Christopher

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Maclean, James

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Marcial, Anthony

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Mott, Danielle Events Assistant SMC Performing Arts Center 7/1/24-6/30/25
Nwonwu, Vergie Events Assistant SMC Performing Arts Center|  7/1/24-6/30/25
Ogle, Cynthia Events Assistant SMC Performing Arts Center|  7/1/24-6/30/25

Postolova, Ester

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Profitt, Steven

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Rodriguez, Andrea

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Smith, Kyle

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Tuller, Susan

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

Viggiani, Frances

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

\Ward, Patrice

Events Assistant

SMC Performing Arts Center

7/1/24-6/30/25

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year
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Agenda Report Number
Subject Ratification of Limited Term Assignments
Date July 17, 2024
To Members of the Personnel Commission
Erom 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|

Emeritus

7/1/24-12/31/24

Enterprise Business Services
Clerk

Auxiliary Services

7/1/24-6/30/25

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Customer Services Assistant

Campus Store

7/1/24-12/23/24

Customer Services Assistant

Campus Store

7/1/24-12/23/24

Customer Services Assistant

Campus Store

7/1/24-12/23/24

Customer Services Assistant

Campus Store

7/1/24-12/23/24

Instructional Tutor-ESL ESL 7/1/24-6/30/25
égffof:‘rzi:‘s:'\/'““c Music 7/1/24-12/31/24
pertormance st S
pertormance. st -
/;Z?On:ni:t:“ﬂusic Emeritus 7/1/24-12/31/24
pertormance. st e

Stage Technician-Scenery

Theatre Arts

7/1/24-12/31/24

Student Services Clerk

Admissions & Records

71/24-6/30/25

Student Services Clerk

Admissions & Records

71/24-6/30/25

Student Services Clerk

Welcome Center

71/24-6/30/25
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Student Services Clerk

Welcome Center

71/24-6/30/25

Student Services Clerk

Basic Needs Center

71/24-6/30/25

Student Services Clerk

Financial Aid

71/24-6/30/25

Laboratory Technician-Life
Science

Life Science

7/1/24-12/31/24
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Agenda Report Number 19
Subject Appointment to Limited Term Assignments
Date July 17, 2024
To Members of the Personnel Commission
Erom 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

Wilson, Lindsay Administrative Assistant Il Emeritus 7/1/24-12/31/24
ﬁ/lbedyunlqhuarf:’ Bookstore Clerk/Cashier Campus Store 7/1/24-12/23/24
Chang, Tony Bookstore Clerk/Cashier Campus Store 7/1/24-12/23/24
Garcia, Lucy Bookstore Clerk/Cashier Campus Store 7/1/24-12/23/24
Lopez, Jose Bookstore Clerk/Cashier Campus Store 7/1/24-12/23/24

Micas, Donna

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Pabst, Ester

Bookstore Clerk/Cashier

Campus Store

7/1/24-12/23/24

Thielking, Alan Bookstore Clerk/Cashier Campus Store 7/1/24-12/23/24
Beck, Michael | CuStomer Services Campus Store 7/1/24-12/23/24
Assistant
Carter, Ashlie | CUstomer services Campus Store 7/1/24-12/23/24
Assistant
. Customer Services
English, Kara Acsistant Campus Store 7/1/24-12/23/24
. Customer Services
Nwonwu, Vergie Assistant Campus Store 7/1/24-12/23/24

Brown, Thomas Instructional Tutor-ESL ESL 7/1/24-6/30/25
A ist-Musi
Chan, Oliver ccompanist-iusic Music 7/1/24-12/31/24
Performance
McN ht A ist-Musi
cNaughton, ccompanist-Music Music 7/1/24-12/31/24
Joellen Performance
Accompanist-Music .
Nesteruk, Gary Performance Music 7/1/24-12/31/24
Accompanist-Music .
Nesteruk, Gary Performance Emeritus 7/1/24-12/31/24
Tan, Barr Accompanist-Music Music 7/1/24-12/31/24
’ y Performance

Martin, Matthew

Stage Technician-Scenery

Theatre Arts

7/1/24-12/31/24

Fujita, Kurtis

Student Services Clerk

Admissions & Records

7/1/24-6/30/25
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Milano, David

Student Services Clerk

Admissions & Records

7/1/24-6/30/25

Munnee, Aamna

Student Services Clerk

Welcome Center

7/1/24-6/30/25

Olivares, Mario

Student Services Clerk

Welcome Center

7/1/24-6/30/25

Ashby, Deanna

Student Services Clerk

Basic Needs Center

71/24-6/30/25

Padilla, Juliana

Student Services Clerk

Financial Aid

71/24-6/30/25

Pang, Mabel

Laboratory Technician-Life

Science

Life Science

7/1/24-12/31/24
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Agenda Report Number

20

Subject Personnel Commission Project Status Report

Date July 17, 2024

To Members of the Personnel Commission
Carol L

From arol Long,

Director of the Personnel Commission

Recruitment

Title Assigned to Open Date Close Date Agenda Date
Laboratory Technician - Life Science AF 3/20/2024 4/10/2024

Theatre Arts Program Assistant AF 12/4/2023 1/2/2024

Sign Language Interpreter Il B 71272024 7/23/2024

Campus Safety Officer 1G 1/27/2023 9/12/2023 6/21/2023
Community College Police - Lateral 1G 10/30/2023

Instructional Tutor - Math 1G 5/8/2024 5/29/2024

Laboratory Technician - Photography 1G

Database Administrator JL 3/4/2024 3/22/2024

Personnel Specialist JL 6/20/2024 7/12/2024

Personnel Technician JL 6/20/2024 7/12/2024

Disabled Student Services Assistant v 6/25/2024 7/16/2024

International Student Services Specialist ov 5/30/2024 6/20/2024 7/17/2024
Theatre Technical Specialist (Cont.) ™ 10/15/2021
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Classification and Compensation

Title Type of Request Progress Assigned to PDOQ Date Completed
Disabled Student Services Assistant Cyclical Review Stakeholder Review JB 6/2/2023 12132023
Instructional Assistant - English Cyclical Review Post Approval B 6272023 211572024
KCRW Radio Programming Assistant Cyclical Review Research & Planning 1B 6/7/2024

KCRW Radio Station Assistant Enginear Cyclical Review Research & Planning JB &/712024

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

KCRW Radio Station Recording Enginesr Cyclical Review Research & Planning JB 6/7/2024

Student Serices Assistant Cyclical Review Research & Planming AF B/7/2024

Student Services Clerk Cyclical Review Research & Planming AF B/7/2024

Director of Facilities Programming Cyclical Review Research & Planning G 12/20/2023

Planatarium Staff Administrator Cyclical Review Research & Planning 1G 12/20/2023

Production Managear Cyclical Review Research & Planning G 12/20/2023

Theatre Technical Director Cyclical Review Research & Planning IG 1242002023

Senior Technology User Suppon Specialist Cyclical Review Upcoming L 11/3/2023

Dance Production Specialist Cyclical Review Research & Planning ™ 1242002023

Career Education Specialist Cyclical Review Hold ov 11/15/2022 2/1/2023
Health Assistant Cyclical Review Research & Planming ov 3/13/2024

Health Center Supemvisor Cyclical Review Research & Planming ov

Nurse Practitioner Cyclical Review Research & Planning ov 2022024

Registerad Nurse - Health Services Cyclical Review Research & Planning ov 2/2{2024

Tutoring Coordinator - Business Cyclical Review PC Agenda ov 10/13/2023 6/26/2024
Tutoring Coordinator - English & Humanities Cyclical Review PC Agenda ov 10/13/2023 6/26/2024
Tutoring Coordinator - Learming Disabilities Cyclical Review PC Agenda ov 72002023 62612024
Tutoring Coordinator - Math Cyclical Review PC Agenda ov 10/13/2023 62612024
Tutoring Coordinator - Modern Language Cyclical Review PC Agenda ov 10/13/2023 6/26/2024
Tutoring Coordinator - Science Cyclical Review PC Agenda ov 10/13/2023 6/26/2024
KCRW Radio Media and Public Relations Officer Cyclical Review Upcoming B/7/2024

KCRW Radio Programming Technician Cyclical Review Upcoming B/7/2024

KCRW Radio Services Assistant Cyclical Review Upcoming &/7/2024

KCRW Radio Station Assistant Director Cyclical Review Upcoming &/7/2024

KCRW Radio Station Director Cyclical Review Upcoming 6/7/2024

KCRW Radio Station Operations Manager Cyclical Review Upcoming 6/7/2024

KCRW Radio Subscription Services Senior Specialist Cyclical Review Upcoming B/7/2024

KCRW Radio Website News Producer Cyclical Review Upcoming B/7/2024

Radio Enginear Manager Cyclical Review Upcoming 6/7/2024

Theater Arts Operations Assistant Description Revision  PC Agenda AF 6/25/2024
Campus Store Operations Assistant Description Revision  Stakeholder Review AG A72/2024
Course Materials Buyer Description Revision  Stakeholder Review A

Customer Sernvice Assistant Description Revision  Stakeholder Review AG

DSPS Specialist Description Revision  Stakeholder Review L 11/25/2022
Digital Marketing Coordinator MNew Class Research & Planning B 24872024

Basic Needs Case Manager New Class Upcoming ov 3/26/2024

Senior Graphics Designer Position Review Research & Planning i3]

Administrative Assistant I Position Review Stakeholder Review AF 2/2{2022 376/2024
Curriculum Specialist Position Review Research & Planning AF 11/20/2023

Senior Career Sefvices Advisor Position Review Upcoming AF B/11/2024

Human Resources Specialist Position Review Research & Planning I 5/30/2024

Audio-Visual Equipment Technician Salary Reallocation Development L

Human Resources Specialist Salary Reallocation Upcoming L

Instructional Media Specialist Salary Reallocation Upcoming ov 10/11/2023

Senior Veterans Resource Specialist Salary Reallocation Research & Planning ov 1/17/2023 27912023
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K. Public Comments on Closed Session
L. Moved to Closed Session: Public Employee Performance Evaluation,
pursuant to GC 54957,
Director of the Personnel Commission
Open Time: 1:02 p.m.
Disposition by the Commission

Motion Made By Joy Abbott
Seconded By Barbara Greenstein
Ayes 5

Nays 0

Abstentions 0
Amendments/Comments

Closed Time:Unknown
Disposition by the Commission

Motion Made By Unknown

Seconded By

Ayes 3

Nays

Abstentions 2
Commissioner Leone and Commissioner

Amendments/Comments Greenstein departed during Closed Session for
personal reasons.
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Disposition by the Commission

Motion Made By Joy Abbott
Seconded By Deborah Jansen
Ayes 3

Nays

Abstentions 2

Amendments/Comments

Commissioner Leone and Commissioner
Greenstein departed during Closed Session for
personal reasons.

Day Month Date Year Time Venue

Wednesday  Jugust 21 2024 12:00 p.m. S%agr'dRz‘;‘:nml/ ?‘;Si“ess
Wednesday September 18 2024 12:00 p.m. El(;agr'dRF;(;(:nml/E;siness
Wednesday October 16 2024 12:00 p.m. El(;agr'dRF;(;(:nml/E;siness
\Wednesday November 20 2024 12:00 p.m. Eﬁjagr:dRF\;z(:nm]{?;SineSS
\Wednesday December 18 2024 12:00 p.m. Eﬁjagr:dRF\;z(:nm]{?;SineSS
\Wednesday January 15 2025 12:00 p.m. E%agr,dRzZiqml/?;smess
Wednesday February 19 2025 12:00 p.m. El(;agr'dRF;(;(:nml/i%;siness
Wednesday March 19 2025 12:00 p.m. El(;agr'dRF;(;(:nml/E;Siness
Wednesday  [April 16 2025 12:00 p.m. E%agr.dRzZ‘:nml/ ?‘;Si“ess
Wednesday ~ [May 21 2025 12:00 p.m. E%agr.dRzZ‘:nml/ f‘;smess
Wednesday  June 18 2025 12:00 p.m. Eﬁjagr.dRzZ;m{ ?‘;Si“ess

As required by law, the agenda for the July 17, 2024 Regular Meeting of the Santa Monica
College Personnel Commission was posted on the Official District Website no later than 72 hours

prior to the date and time of this meeting.
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