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

1.Call to Order 
2.Roll Call 

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

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

No Comments. 
 

C. Agenda Reports: Major Items of Business 
Report 

Number Subject Page 
Number 

1 Classification Description Revisions and Salary Reallocation: 
DSPS Specialist 3 

2 Request for Approval of Classification Revisions:  
Director of Human Resources 14 

3 Ratification of Eligibility Lists 25 

4 Ratification of Working Out of Class and 
Internal Limited Term Assignments 26 

D. Adjournment 
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Agenda Report Number 1 
Subject Classification Description Revisions and Salary Reallocation: 

DSPS Specialist 
Ad Hoc: Department Request 

Date September 25, 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 are class description revisions and salary reallocation for DSPS 
Specialist. 

The DSPS department submitted a request to revise the duties of the DSPS Specialist. CSEA 
subsequently requested that a salary study be conducted to determine the impact of the new 
duties on salary allocation.  

This classification was established in 1998 and has been revised four times since its creation. This 
position reports to the DSPS Manager and has three incumbents. 

METHODOLOGY 
Personnel Commission staff worked with Denise Henninger, DSPS Manager, and Nathalie Laille, 
Faculty Coordinator, Center for Students with Disabilities, to discuss the class description. Minor 
changes to the concept of the class were made to clarify the scope of work performed, and 
duties were added or modified to more accurately reflect responsibilities assigned to this 
classification. Finally, minor changes were made to the supervision and minimum qualifications 
sections to align them with standard verbiage.  
 
An external salary study was conducted to identify similar roles in comparable agencies.  Internal 
comparisons were also reviewed to ensure proper alignment with, and delineation from, related 
student services classifications.  
 
RESULTS 
Based on the data gathered, revisions to the class description are being proposed to provide a 
more accurate description of the work performed. Additional changes serve to clarify the 
concept of the class and align formatting with established standards. 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking. There were several matches based on this role’s 
responsibility for performing complex technical duties to support disabled student services 
functions. Organizations with significant differences in duties or job structure were not matched. 
Commission staff found that some agencies did not utilize a similar role, or that they involved 
expanded oversight for coordinating operations for the entire DSPS program. 
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AGENCY JOB TITLE MIN    MAX    MEDIAN  STUDENT 
COUNT  

GF 
REVENUE 
ACTUAL   

Santa Monica College DSPS Specialist $5,596 $6,803 $6,200 37,693 $246M 

Cerritos College Disabled Students 
Program Specialist $6,137 $7,381 $6,759 28,748 $182M 

El Camino College Student Services Specialist $5,752 $7,382 $6,567 28,607 $193M 

Glendale College Student Services 
Technician $5,034 $6,425 $5,730 20,762 $172M 

Mt. San Antonio 
College 

Student Services Program 
Specialist II $5,205 $6,643 $5,924 63,728 $332M 

North Orange County 
CCD Student Services Specialist $5,397 $6,503 $5,950 57,354 $337M 

Santa Barbara City 
College DSPS Service Provider $6,102 $7,434 $6,768 22,639 $168M 

Ventura County CCD Disability Services 
Technician $4,619 $6,384 $5,502 38,234 $276M 

 Average $5,464 $6,879 $6,171   
 25th Percentile $5,120 $6,464 $5,827   
 50th Percentile $5,397 $6,643 $5,950   
 75th Percentile $5,927 $7,381 $6,663   
 80th Percentile $6,032 $7,382 $6,720   
 90th Percentile $6,116 $7,403 $6,763   
 SMC % RANK 59.3% 53.6% 56.7%   
 SMC Difference From AVG 2.4% -1.1% 0.5%   

 SMC Difference From 
MED 3.6% 2.4% 4.0%   

The current salary range for DSPS Specialist is range 32 on the Classified Employee Salary 
Schedule. In this survey, SMC is in the 57th median percentile compared to all benchmark 
agencies with comparable classifications; that is, 43% of market comparables were paid higher 
than the SMC classification. 
 
SALARY ALLOCATION 
It is recommended that salary for the DSPS Specialist be reallocated from Range 32 to Range 34 
on the Classified Employee Salary Schedule, a 5% increase. This will align the DSPS Specialist with 
other individual contributor roles within the student services series. 
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Please see salary data for jobs in the Student Services job discipline.  
JOB TITLE RANGE MIN MAX % DIFF 

BETWEEN 
LEVELS 

Senior Academic Records Evaluator 36 $6,170 $7,500 0.00% 
Senior Student Services Specialist-International 36 $6,170 $7,500 0.00% 
Senior Veterans Resource Specialist 36 $6,170 $7,500 2.39% 
Senior EOPS Specialist 35 $6,026 $7,324 0.00% 
Senior Financial Aid & Scholarship Specialist 35 $6,026 $7,324 2.55% 
DSPS Specialist (PROPOSED) 34 $5,876 $7,143 0.00% 
International Student Services Specialist 34 $5,876 $7,143 0.00% 
Outreach and Recruitment Specialist 34 $5,876 $7,143 0.00% 
Student Judicial Affairs Specialist 34 $5,876 $7,143 0.00% 
Transfer & Articulation Specialist 34 $5,876 $7,143 2.39% 
Academic Records Evaluator 33 $5,739 $6,975 0.00% 
EOPS Specialist 33 $5,739 $6,975 0.00% 
Financial Aid & Scholarships Specialist 33 $5,739 $6,975 2.56% 
DSPS Specialist (CURRENT) 32 $5,596 $6,803 0.00% 
Senior Enrollment Services Specialist 32 $5,596 $6,803 0.00% 
Veterans' Resources Specialist 32 $5,596 $6,803 4.99% 
Enrollment Services Specialist 30 $5,330 $6,479 0.00% 
Student Onboarding Specialist 30 $5,330 $6,479 0.00% 
Student Services Specialist 30 $5,330 $6,479 12.88% 
Student Services Assistant 25 $4,722 $5,739 10.25% 
Disabled Student Services Assistant 21 $4,283 $5,206 0.00% 
Student Services Clerk 21 $4,283 $5,206  

The proposal for class description revisions and salary reallocation was sent for review to 
Department leadership, incumbents, CSEA, Business Services, Human Resources, and the 
Superintendent/President. 
 
RECOMMENDATION  
It is recommended that the Commission approve the class description revisions and salary 
reallocation for DSPS Specialist. 
FROM:   Range 32 – Classified Employee Salary Schedule 
TO:   Range 34 – Classified Employee Salary Schedule 

Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Barbara Greenstein 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number 2 
Subject Request for Approval of Classification Revisions:  

Director of Human Resources 
Vacancy/Recruitment 

Date September 25, 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 Director of Human 
Resources. This classification was created in June 2014 and was last revised as part of the cyclical 
classification study in May 2021. The Personnel Commission will be recruiting to fill one vacancy 
for this classification. The Department requested changes to clarify the duties and scope of 
responsibility for this role. Distinguishing characteristics were updated to reflect current related 
classifications within Human Resources, and minor changes to the KSAs are also being made to 
update this description with standard verbiage and incorporate established diversity, equity, and 
inclusion statements.  Finally, minimum qualifications were updated to ensure that qualifying 
areas of experience align with the areas overseen by this role. 
 
METHODOLOGY 
Personnel Commission staff met with Sherri Lee-Lewis, Vice-President of Human Resources, 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, concept of the classification, and knowledge, skills and abilities are being 
recommended to refine the scope of work performed by this role. Minimum qualifications are 
being updated to align with the experience requirement with human resources functions 
currently overseen by this role. Description changes will not warrant salary reallocation. 
Revisions were sent for review to the Department Leadership. 
 
RECOMMENDATION  
It is recommended that the Commission approve the attached revisions to the classification 
description for Director of Human Resources. 

Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Barbara Greenstein 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

14 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

15 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

16 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

17 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

18 

 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

19 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

20 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

21 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

22 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

23 

 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Wednesday, September 25, 2024 

 
 

24 

 
Agenda Report Number  3 
Subject  Ratification of Eligibility Lists 
Date  September 25, 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. 

Classification  
Number of 

Promotional 
Candidates  

Total Number of 
Candidates  Expiration Date  

Health Sciences Learning Lab 
Specialist 0 3 9/23/2025 

 
 
 
 
 

Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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Agenda Report Number  4 
Subject  Ratification of Working Out of Class and  

Internal Limited Term Assignments 
Date  September 25, 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.  
 

I. Provisional Working out of Class Assignment   
  
Name/Permanent Class  Provisional WOC Assignment*  Dates of Current Assignment  
Thomas Carter,  
Lead Theater Technician  Theater Technical Director  9/16/2024 to 1/17/2025  

 
  
 
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.  
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  
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  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). 
 

Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Joy Abbott 
Ayes 4 
Nays 0 
Abstentions 0 
Amendments/Comments  
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D.Adjournment at 11:07 a.m. 
Disposition by the Commission 
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   4 
Nays   0 
Abstentions   0 
Amendments/Comments    
 
Day  Month  Date Year Time Venue  

Wednesday  October  16 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117  

Wednesday  November  20 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117  

Wednesday  December  18 2024 12:00 p.m. Board Room/Business 
Bldg. Room 117  

Wednesday  January  15 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117  

Wednesday  February  19 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117  

Wednesday  March  19 2025 12:00 p.m. Board Room/Business 
Bldg. Room 117  

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

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

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

 
 
As required by law, the agenda for the September 25, 2024 Special Meeting of the Santa Monica 
College Personnel Commission was posted on the Official District Website no later than 24 hours 
prior to the date and time of this meeting.  
 


