Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

Public Session: 12:00 p.m.

I. Organizational Functions
A.Call to Order

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

Joy Abbott, Vice Chair
Barbara Greenstein
Deborah Jansen
Lawrence Leone

XX | X | X

Il. Director’s Report

Classification Studies

There are 54 classification reviews that are part of our cyclical studies, and four additional
reviews that are part of our Ad Hoc Studies. Today we’re bringing forward 12 recommendations
from our cyclical reviews.

We will deliver a training for Professional Development Day that covers some current
classification challenges. The title of the training is “When Does a Job Change Become a
Classification Issue?”

Recruitment
We currently have seven recruitments in process, three recruitments on hold, and two new
upcoming recruitments.

Merit Rules Advisory Committee Update

The Committee is still in the process of reviewing additional merit rules in Chapter 6 and 7
related to final interview procedures, and reviewing Chapter 11 which covers Vacations, Leaves
of Absence, and Holidays.

Staffing Updates
| first want to congratulate Dr. Tre’Shawn Hall-Baker on her appointment to the Vice President of
Human Resources position. We wish her the best of luck and look forward to working with her.

As of August 18, Olga Vasquez will be taking on a temporary assignment in Human Resources as
a Human Resources Analyst — Employee and Labor Relations (Confidential). We will miss her
extensive knowledge of recruitment and classification and compensation. We wish her the best
of luck in this new temporary assignment. This assighnment is expected to last until December
2025.
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We would also like to welcome back Julia Avichouser in another temporary Personnel Analyst
role. Julia will be filling in for Olga Vasquez as we continue to move forward with our permanent
recruitment for Personnel Analyst.

[Il. Public Comments: Non-Actionable Items from those in attendance.
A. Longevity

10 YEARS
Edwin Cruz, Student Services Specialist, Navigating Pathways to Success
Chris Bonvenuto was present to congratulate Edwin.
Alysha DelLuna, Employee Benefits Coordinator, Human Resources
Chris Bonvenuto and Tre’Shawn Hall Baker were present to congratulate Alysha.
Cristina Garcia, International Student Services Specialist,
International Education Center
Pressian Nicolov congratulated Christina.
Jonathan Ng, Digital Marketing Coordinator, Marketing
Kiersten Elliot, Lizzy Moore, Esau Tovar and Rebecca Agonafir congratulated
Jonathan.

20 YEARS

Rosa Maria Campos, Custodian, Operations
Chris Bonvenuto and Tre’Shawn Hall Baker were present to congratulate Rosa.

Sandra Franco, Student Services Specialist, Community and Academic Relations
Margaret Quinones Perez, Chris Bonvenuto, Deanna Ramos, Kiersten Elliot, Lizzy
Moore, Esau Tovar, Teresita Rodriguez, Isabella Cisneros, Eva Palafox, Ella Bryson,
Nicholas Lenny, Stephanie Diaz Maldonado, Angela Munoz, Jasmine and
Tre’Shawn Hall Baker congratulated Sandra.

25 YEARS

Mohamad Fakih, Information Technology Support Specialist, Information Technology
Cavin Madlock was present to congratulate Mohammad.

30 YEARS

Danny Rojas, Information Systems Security Officer,

Management Information Services

Margaret Quinones Perez, Chris Bonvenuto, Esau Tovar, and Teresita Rodriguez
congratulated Dan.

B.Comments from the Vice President of Human Resources
Chris Bonvenuto spoke on behalf of Tre Shawn Hall baker who had to leave the PC meeting
shortly after recognizing her staff member for their longevity. He also recognized Dan Rojas on
her behalf.

C.Comments from the President of CSEA

Martha Romano read the following message on behalf of President Ordaz:
"Good afternoon, everyone,
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| want to begin by recognizing the massive amount of work of the Personnel Commission and
expressing my deep appreciation for your continued commitment to supporting my classified

colleagues. Your role is critical to ensuring integrity and equity in how we manage and support
our workforce, and | know how much thought and care goes into the work you do.

| also want to extend a heartfelt thank you to the supervisors who are present today. Your
leadership, mentorship, and steady presence—especially during times of uncertainty—play a
critical role in holding our campus together.

And finally, | want to offer a huge acknowledgment to my classified professional colleagues
being recognized for their longevity. While the recognition may be listed as “years of service,” to
those of us who work beside them, it means much more. It reflects years of dedication,
resilience, quiet leadership, and daily commitment to our students, this college, and one
another. Many of us have gained so much through the support, wisdom, and generosity of
people like Rosa Maria, Jonathan, Mo and Sandra—and | admire them for the stability, care, and
excellence they bring to SMC every single day. We cheer you on—not just today, but every day.
I’'m here today because we’re also navigating some very real challenges—particularly in these
fiscally uncertain times. That’s why it’s more important than ever that we maintain the integrity
of our job classifications. As responsibilities continue to stretch and blend across roles, we lose
sight of where the actual workload lies and where our staffing and budget decisions should be
focused.

But this is not just a challenge—it’s an opportunity. An opportunity to step back and ensure our
systems are sustainable, fair, and forward-thinking. When we protect the clarity and structure of
each classification, we preserve our ability to make strategic decisions that align with our mission
and avoid overburdening the very people we rely on most.

And that’s where our role as the union comes in. Our job is to protect that process—to protect
the contract that outlines these very principles. We're often the only ones in someone’s corner,
advocating for fairness when others overlook the impact of change. And truthfully, | don’t want
us to be the only ones in that corner. | want more people standing with us in support of the Rosa
Marias, the Jonathans, the Mo's and Sandras—the people who show up every day with pride,
but who also need systems that support their growth, protect their workload, and recognize
their worth.

The impact our employees have on our students and our community is immeasurable—but it
needs to be reflected in action. In career pathways. In workload balance. In program review. In
the budget. We hear a lot of beautiful sentiments and warm acknowledgments—and | truly
appreciate those. But | also want to see that appreciation materialize into systems that level out
workloads and create real opportunities for growth. | encourage us to ensure that our words of
appreciation are reflected not just in sentiment, but in how we allocate our resources—and to
align our heartfelt acknowledgments with meaningful action and tangible investment in our
people.
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Part of truly valuing our staff and supervisors is not assuming they can do more—but ensuring
they don’t have to carry it all alone. It’s investing in mentorship, in infrastructure, in stability. It’s
building something they can trust and grow with.

We all want to see our colleagues thrive—not just survive. And | believe that the Personnel
Commission, alongside management and leadership, has a powerful opportunity to lead that
work.

Thank you again for your time, your partnership, and your continued dedication to the people
who keep this college moving forward”

Martha Romano requested to make a statement concerning her experience with the most
recent cyclical review. Ms. Romano was unhappy with the results of her position review stating
that her class description received minimal updates.

D.Comments from the President of Management Association
No Comments.

E.Comments from Personnel Commission Staff
No Comments.

F.Comments from the Personnel Commissioners
No Comments.

IV.Agenda Reports: Major Items of Business

Report . Page
Subject
Number ubJec Number

Rt coification otlon Revisions:

1 : eationsT o
Conior T int - .
Rt ccification otion Revisions:

2 : - eations T .
Ting - .
Rt oocificationt o tion Revisions:

3 : - eations T .
T ing - .

4 Classification Description Revisions: Network Engineer 39
Classification Description Revisions and Salary Reallocation:

5 . . 50
Student Services Specialist
Classification Description Revisions and Salary Reallocation:

6 . 59
EOPS Specialist
Classification Description Revisions and Salary Reallocation:

7 . . 69
Senior EOPS Specialist

8 Retitle and Classification Description Revisions: 79
EOPS/CARE Supervisor to Special Programs Supervisor
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coification otion Rovic S - o
9 .
Mekermrs-Rosourea-Speaiahist
10 Classification Description Revisions: 96
Student Judicial Affairs Specialist
occification D o tion Revisions:
Transferand-ArticulationSpecialist
Classification Description Revisions and Salary Reallocation:
12 . 114
Cosmetology Assistant

Agenda Reports 1, 2, 3, 9 and 11 were pulled.

A discussion ensued when Chair Metoyer asked Director Long when the request to pull
mentioned items was made. Director Long stated that the request for Reports 1-3 was made
that morning, Report 9 and 11 within the week leading up to the meeting.

Commissioner Jansen asked Director Long who requested that the various reports be pulled.
Director Long stated that Reports 1-3 were requested by CSEA, Report 9 was requested by
Martha Romano and Maria Bonin requested that Report 11 be pulled. Commissioner Jansen also
asked whether the reports pulled by Martha and Maria were done as individuals or on behalf of
CSEA. It was unclear to Director Long but she did receive emails from the individuals with the
request.

Chair Metoyer joined the conversation and stated that he would prefer to know when items are
being pulled and whether the action is being requested by an individual or CSEA.

Commissioner Abbott asked Director Long when she expects the reports to be considered again,
Director Long stated that her goal is to have the reports approved before the September Board
Meeting as one of them includes a salary increase

Commissioner Greenstein added that if there is an effect on a Department or an employee then
the standards for pulling should be reconsidered. Director Long agreed and assured the
commissioners that she will this concern with CSEA over the next few weeks.

Campus Counsel, Robert Myers, commented that Director Long sought his input on these
matters and at the risk of an unfair labor practice, he advised Director Long to pull said reports.

Commissioner Jansen asked if Reports 1 through 3 were featured on previous meeting agendas
and Director Long clarified that Reports 1-3 were and that Reports 9 and 11 were not.

Campus Counsel stated that his recommendation to Carol was that she sit down with CSEA and
develop a timeline process for when notifications should occur.

CSEA President Cindy Ordaz joined the meeting to justify the request for pulling these items
stating that concerns are being brought forward by staff on their own accord and she’s
attempted to meet with staff, but they have limited availability to discuss these matters.
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President Ordaz is trying to avoid taking these matters to labor management and wished to
emphasize that there is no effect on the employees because they are the individuals bringing
forward their concerns.

CSEA Vice President Martha Romano stated that she and Cindy try to be diligent in their efforts
to meet with employees, hear the concerns and address said concerns in regular meetings with
Director Long. Vice President Romano states that in spite of that, employees concerns are still
not being addressed which leaves them no choice but to pull agenda reports. She referenced
her own classification and her ongoing attempts to address issues that never get addressed
which leaves with no other option than to demand that her matter be reviewed due to specific
contract, Education Code and Merit Rule violations. Vice President Romano also spoke on behalf
of Maria Bonin stating that she was on a leave at the time of her position study and when she
returned she was only given 5 days to review the updates to her classification and has requested
additional time to review. Vice President Romano concluded with saying that although it may
seem that they are not being proactive, they are behind the scenes being proactive and running
up against a lot of challenges.

V.Consent Agenda

Report . Page
NunF:ber Subject Numgber
13 Establishment of Seniority List 122
14 Examination Schedule 124
15 Extension of Eligibility Lists 125
16 Appointments to Provisional Assignments 126
17 Ratification of Limited Term Assignments 127
18 Appointment to Limited Term Assignments 128
Ratification of Working Out of Class and
19 o . 129
Internal Limited Term Assignments
20 Ratification of Meeting Minutes 132
21 Personnel Commission Project Tracking 133

VI.Adjournment
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Santa Monica Community College District
Personnel Commission

| Network-CommunicationsSenior IT Infrastructure Technician I

| CONCEPT OF THE CLASS

| Under general supervision, Ppositions in this classification perform advanced journey-level
technical work to ensure secure, efficient and reliable access to District supported voice and data
devices and services. Incumbents perform highly specialized and respon5|ble duties by de5|gn|ng,
coordinating, planning, are-leading, .
repairings, configuringatiens, and maintainingerarse voice and data communication infrastructure
installations.

[ DIS® HING CHARACTE Ccs

| The Senior IT Infrastructure Technician Mebwerk-Cemmunisationsteshrisiartes-handles the
most complex tasks requiring highly specialized technical knowledge or skills in implementing
voice and data infrastructure installations, repairs and upgrades. Work performed requires
advanced journey-level knowledge in a variety of related systems and protocols, in addition to
substantial desian and lead responsibilities implementing large and complex technoloay
infrastructure projects.

The IT Infrastructure Technician Il NetwercCommications—eshiciarHe-performs journey-
level work and handles a full range of moderate to complex duties related to installation and
maintenance projects. Incumbents may plan, coordinate and guide less complex installation,

| repair, and maintenance projects, and may provide lead direction to lower classifications;
however, the work is done with substantial independence and specialized technical knowledge.
Incumbents in this classification may be required to work with confidential police systems and
terminals.

The Infrastructure Technician | Network CommunicationsTechnicianls-provides specialized
technical support of moderate complexity and scope, with independent judgement in solving
technical problems related to installation, maintenance and upgrade of data and voice systems.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and
maintenance of the District’s information technology infrastructure, physical security, audio visual
systems,_and communications systems.

Assists management by assigning and reviewing with-work for technical staffreguest

assignments; develops and hosts reviewswerkandtrainings sessions for department techrical
staff.

Drives to District S|tes and Ptans-and-eee@natesleads oomplex IT infrastructure prOJeots
including those w ; e :
and#er—;enevated—Dlstrlct bundlngs to dellver secure rellable and efficient data and voice
networks district-wide; this includes overseeing all project phases from planning and design to
execution, and coordinating and reviewing the work of vendors, contractors, and District staff for
accuracy and compatibility with District standards.

Coordinates and performs highly complex tasks related to participatesi-the design, installation
maintenance, end user support, troubleshooting, eeerdination-instaliationtermination-testing,
and repair of voice and data communication rfrastructuresystems, including network equipment
(e.q.. switches, access points), distribution frames, Efiber-optic; and copper cabling, network
connectors, ard-wireless eguipmentdevices, and voice-messaging systems, following best
practices and change control procedures: makes recommendations for upgrades or
improvements to physical infrastructure.




Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

| RedermeProvides advanced technical assistance related to the installation, update, and
maintenance of campus safety technology devices, such as video surveillance systems, entry
access systems, and two way radios.

| Coordinates and participates in the-updating and maintaining asset inventory, service records,
and other job-related technical documentation such as, proper labeling of cables and
configuration diagrams, customer support reports, knowledge-base, and other administrative
processes and procedures as heeded.

Perform ad-hoc network switch port configuration changes to install devices such as wireless
access points, phones. and security cameras.

Performs high-level technical support tasks related to the installation, repair, testing, update, and
maintenance of computer hardware and software, including peripheral devices, software
applications and various networked and mobile devices.

| Determines appropriate methodology and Yutilizes current technology tocls, system scripting,

and best practices to determine-the-approprate-methodalogyte-install/maintain/update operating

systems and other software to various networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and keeping
current on related technical publications.

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 Received:

Positions in this class receive general supervision from the | T Infrastructure Manager

Supervision Exercised:

Positions in this classification do not supervise others, however they serve as lead workers to
lower-level technical staff.

Knowledge:
Knowledge-of-pProject seerdination-management and training principles

Acvanced-knowledge-efeComplex computer and network concepts

Advanced-knowledge-of-iindustry standards, principles and protocols relating to the
installation/maintenance of data/voice communication infrastructure

Advanced-knowledge-ofw\\ide and local area network standards, principles, and protocols
Advapeedknowledgeshw\\ired and wireless network technology

10
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AdhapsedknovwdedgesfdDomain and directory services

Current Windows, Linux and Macintosh computer hardware, operating
systems, installations, updates, and maintenance

| Advapsed-knewledge-efsComputer programming languages, software applications, internet
applications, web services and browsers

Advanced-knowledge-of dDesign and installation of localandwide-areaphysical networks
infrastructure

Advanced-knowledge-ef-cCopper and fiber-optic cabling and cable management standards
Advapeed-knowledgesfeCurrent developments and trends in Information Technology
Advapced-knowledge of eServer and client virtualization technology

Krewledge-ef-sSafe and correct use of tools and equipment used in the installation, repair, and
maintenance of telecommunications, computer, and electronic systems

Mathematical principles relevant to the design and implementation of physical network
infrastructure

Skills & Abilities:

Provide lead direction to staff, which includes coordinating, training, delegating, monitoring, and
directing work orders and project tasks

Plan and manage complex projects by applying project management principles

Identify, analyze and critically think through highly complex infrastructure and computer issues
devise alternative solutions. and make effective decisions.

Stay updated on technology changes and recommends updrades to physical infrastructure

Attend to highly detailed information such as infrastructure documentation and diagrams, and
switch port configurations

Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing
Role model exceptional internal and external customer service

Apply and explain applicable laws and regulations, and District policies and procedures

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

Apply mathematical reasoning and principles to complete tasks

Install, configure, diagnose, and repair a variety of highly complex computer network hardware
and software

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

11
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Education:

Associates degree; or equivalent; in CemputerSeience-information technology
teleoommunlcatlons teohnoloqv ora elosely—related fleld—eLeempleuon-ef—tFade—seheel-m

Experience:

Five years of experlence pmwdmg%ehmea#and—endasepsuppgn—mme-mstall_gangn—mpa#

y —troubleshooting IT
|nfrastruoture |nc|ud|nq cabling and network eqU|pment |n a mult| bunqu enwronment W|th at

Ieast 500 network node

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 basisferuptotwo {2} vears.

Licensure and/or Certification:
| Clase—C—Califernia-Valid Drivers License
Special Requirement:

heews—as—needed-wulmqness and abllltv to Work varled hours and/or be on caII

Incumbents in this classification may be required to work with confidential police systems and
terminals. Appointment is subject to a fingerprint and/or background check, as required by
CLETS (California Law Enforcement Telecommunication System).

Any industry technology certification is desirable, such as Network+ Cisce Certified Network

Associate (CCNA) MSGE_A+ CempA_or BICS|, MSCE CONR

Disclosure:

12
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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.

Work Environment.

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.

| CLASS DETAIL

Job Family: Information Technology

FLSA Status: Non-exempt

Personnel Commission Approval Date: 11/18/2015

Class History: Network Communications Technician |11
Revision Date(s): None 6/25/25

13
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Santa Monica Community College District
Personnel Commission

Senior IT Infrastructure Technician

CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform advanced journey-level technical
work to ensure secure, efficient and reliable access to District supported voice and data devices
and services. Incumbents perform highly specialized and responsible duties by designing,
coordinating, planning, leading, repairing, configuring, and maintaining vocice and data
communication infrastructure installations.

| DISTINGUISHING CHARACTERISTICS

The Senior IT Infrastructure Technician handles the most complex tasks requiring highly
specialized technical knowledge or skills in implementing voice and data infrastructure
installations, repairs and upgrades. Work performed requires advanced journey-level knowledge
in a variety of related systems and protocols, in addition to substantial design and lead
responsibilities implementing large and complex technology infrastructure projects.

The IT Infrastructure Technician Il performs journey-level work and handles a full range of
moderate to complex duties related to installation and maintenance projects. Incumbents may
plan, coordinate and guide less complex installation, repair, and maintenance projects, and may
provide lead direction to lower classifications; however, the work is done with substantial
independence and specialized technical knowledge. Incumbents in this classification may be
required to work with confidential police systems and terminals.

The Infrastructure Technician | provides specialized technical support of moderate complexity
and scope, with independent judgement in solving technical problems related to installation,
maintenance and upgrade of data and voice systems.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and
maintenance of the District’s information technology infrastructure, physical security, audio visual
systems, and communications systems.

| ESSENTIAL DUTIES

Assists management by assigning and reviewing work for technical staff, develops and hosts
training sessions for department staff.

Drives to District sites and leads complex IT infrastructure projects, including those for new
District buildings, to deliver secure, reliable, and efficient data and voice networks district-wide;
this includes overseeing all project phases from planning and design to execution, and
coordinating and reviewing the work of vendors, contractors, and District staff for accuracy and
compatibility with District standards.

Coordinates and performs highly complex tasks related to the design, installation, maintenance,
end user support, troubleshooting, testing, and repair of voice and data communication systems,
including network equipment (e.g., switches, access points), distribution frames, fiber-optic and
copper cabling, connectors, wireless devices, and voice-messaging systems, following best
practices and change control procedures; makes recommendations for upgrades or
improvements to physical infrastructure.

Provides advanced technical assistance related to the installation, update, and maintenance of
campus safety technology devices, such as video surveillance systems, entry access systems,
and two way radios.

Coordinates and participates in updating and maintaining asset inventory, service records, and
other job-related technical documentation such as, proper labeling of cables and configuration

14
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diagrams, customer support reports, knowledge-base, and other administrative processes and
procedures as needed.

Perform ad-hoc network switch port configuration changes to install devices such as wireless
access points, phones, and security cameras.

Performs high-level technical support tasks related to the installation, repair, testing, update, and
maintenance of computer hardware and software, including peripheral devices, software
applications and various networked and mobile devices.

Determines appropriate methodology and utilizes current technology tools, system scripting, and
best practices to install/maintain/update operating systems and other software to various
networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and keeping
current on related technical publications.

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:

Positions in this class receive general supervision from the IT Infrastructure Manager .
Supervision Exercised:

Positions in this classification do not supervise cthers, however they serve as lead workers to
lower-level technical staff.

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Project management and training principles
Complex computer and network concepts

Industry standards, principles and protocols relating to the installation/maintenance of data/voice
communication infrastructure

Wide and local area network standards, principles, and protocols
Wired and wireless network technology
Domain and directory services

Current Windows, Linux and Macintosh computer hardware, operating systems, installations,
updates, and maintenance

Computer programming languages, software applications, internet applications, web services and
browsers

Design and installation of physical network infrastructure

Copper and fiber-optic cabling and cable management standards
Current developments and trends in Information Technology
Server and client virtualization technology

Safe and correct use of tools and equipment used in the installation, repair, and maintenance of
telecommunications, computer, and electronic systems

Mathematical principles relevant to the design and implementation of physical network
infrastructure

Skills & Abilities:

15
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Provide lead direction to staff, which includes coordinating, training, delegating, monitering, and
directing work orders and project tasks

Plan and manage complex projects by applying project management principles

Identify, analyze and critically think through highly complex infrastructure and computer issues,
devise alternative solutions, and make effective decisions.

Stay updated on technology changes and recommends upgrades to physical infrastructure

Attend to highly detailed information such as infrastructure documentation and diagrams, and
switch port configurations

Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing

Role model exceptional internal and external customer service

Apply and explain applicable laws and regulations, and District policies and procedures
Organize and maintain specialized files and confidentiality of employee and student information
Apply mathematical reasoning and principles to complete tasks

Install, configure, diagnose, and repair a variety of highly complex computer network hardware
and software

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:

Associates degree or equivalent in information technology, telecommunications technology, or a
related field.

Experience:

Five years of experience installing and troubleshooting IT infrastructure, including cabling and
network equipment, in a multi-building environment with at least 500 network nodes.

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:
Valid Driver License
Special Requirement:

Willingness and ability to work varied hours and/or be on call. Incumbents in this classification
may be required to work with confidential police systems and terminals. Appointment is subject
to a fingerprint and/or background check, as required by CLETS (California Law Enforcement
Telecommunication System).

Any industry technology certification is desirable, such as Network+, Cisco Certified Network
Associate (CCNA) A+, or BICSI,

16
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| WORKING ENVIRONMENT & 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.

Work Environment.

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.

| CLASS DETAIL

Job Family: Information Technology

FLSA Status: Non-exempt

Personnel Commission Approval Date: 11/18/2015

Class History: Network Communications Technician |11
Revision Date(s): 6/25/25
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Santa Monica Community College District
Personnel Commission

| Network-Communications|T Infrastructure Technician Il

| CONCEPT OF THE CLASS

Under general supervision, Ppositions in this classification perform journey-level work to ensure
the end users effectively and securely access District supported technology infrastructure
resources. Incumbents install, repair, configure,_test and maintain_data communication
infrastructure, wireless access points, uninterruptable power supplies, two-way radios, campus
safety technology. multi-platform computer hardware and software, computer peripherals, networks
and telecommunications infrastructure and other information technology equipment. In addition,
incumbents respond to technical support requests from end users and technology support staff.
Incumbents in this classification may be required to work with confidential police systems and
terminals. Incumbents may provide lead direction to lower classifications.

| DISTINGUISHING CHARACTERISTICS

| The IT Infrastructure Technician |l NetwercCommurications—eshriciarHe-performs journey-

level work and handles a full range of moderate to complex duties related to installation and
maintenance projects. Incumbents may plan, coordinate and guide less complex installation,
repair, and maintenance projects, and may provide lead direction to lower classifications;
however, the work is done with substantial independence and specialized technical knowledge.
Incumbents in this classification may be required to work with confidential police systems and
terminals.

The Senior IT Infrastructure Technician MNebwxoerk CommunicationsTeshrician-tis-handles the
most complex tasks requiring highly specialized technical knowledge or skills in implementing
voice and data infrastructure installations, repairs and upgrades. Work performed requires
advanced journey-level knowledge in a variety of related systems and protocols, in addition to
substantial_desian and lead responsibilities implementing large and complex technology
infrastructure projects.

The Infrastructure Technician | Networ«CermmdricationsTeshriciarnls-provides specialized
technical support of moderate complexity and scope, with independent judgement in solving
technical problems related to installation, maintenance and upgrade of data and voice systems.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and

maintenance of the District’s information technology infrastructure. physical security, audio visual
systems, and communications systems.

[ ESSENTIAL DUTIES

Provides end user support related to computers and telecommunications by responding to user
requests, troubleshooting and diagnosing the problem, and performing the necessary repair and
adjustment.

Performs routine to high-level support tasks related to the set-up. installation, repair, testing,
updatinge, and maintenance of computer hardware and software, including peripheral devices,
software applications and various networked and mobile devices.

Drives to District sites to Pperforms—redtine moderate to highdevelcomplex tasks related to the
installation, maintenance, end user support, troubleshooting, repair-testing, and repair update;
aﬂel—mameﬂanee-of patuorkdpg-eauibment—Psieingrired-anddretess-voice and data
communication systems, including network equipment (e.g.. switches, access points), distribution
frames, fiber-optic and copper cabling, connectors, wireless devices, ere-peirt-devices; and
voice-messading systems, following best practices and change control procedures: makes
recommendations for upgrades or improvements to physical infrastructure.
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| Perorms-Provides technical assistance related to the installation, update, and maintenance of
campus safety technology devices, such as video surveillance systems, entry access systems,
| and-two way radios, and/or other network endpoint devices.

Updates and maintains asset inventory, service records, and other job-related technical
documentation such as, proper labeling of cables and configuration diagrams, customer support
reports, knowledge-base, and other administrative, processes and procedures as needed.

May coordinate and design less complex projects, which may invelve coordinating schedules and
project activities, estimating resources, performing task analysis, and providing direction and

training to lower-level technical staffand-manage-relatedtimelines-and-scheduling.

Utilizes current technology tools, system scripting, and best practices to determine the
appropriate methodology to install/maintain/update operating systems and other software to
various networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and self-studying
technical publications.

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.

M rovida laad

[ SUPERVISION

Supervision Received:

Positions in this class receive general supervision from the [T [nfrastructure Manager

Supervision Exercised:

Positions in this classification do not supervise others, however they may serve as lead workers
to lower level technical staff.

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Complex computer and network concepts

Industry standards, principles and protocols relating to the installation/maintenance of datafvoice
communication infrastructure

Wide and local area network standards, principles, and protocols
Wired and wireless network technology
Domain and directory services

Current Windows, Linux and Macintosh computer hardware, operating systems, installations,
updates, and maintenance

Computer programming languages, software applications, internet applications, web services,
and browsers

Design and installation of lecalandwide-areaphysical networks infrastructure
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Copper and fiber-optic cabling and cable management standards
Current developments and trends in Information Technology
Server and client virtualization technology

Basic principles of project management

Safe and correct use of tools and equipment used in the installation, repair, and maintenance of
telecommunications, computer, and electronic systems

Skills & Abilities:

Identify, analyze and critically think through complex infrastructure and computer issues, devise
alternative solutions, and make effective decisions.

Organize, set priorities and exercise sound independent judgment within areas of assigned

responsibility

Stay updated on technology changes and adapt to new technologies

Attend to highly detailed information such as infrastructure documentation and diagrams,

Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing
Role model exceptional internal and external customer service

Apply and explain applicable laws and regulations, and District policies and procedures

Organize and maintain specialized files and confidentiality of employee and student information
Apply mathematical reasoning and principles to complete tasks

Plan and manage projects by applying basic project management principles

Install, configure, diagnose, and repair a variety of computer network hardware and software.

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
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Education:

Associate's degree or equivalent in GermpterSsienseinformation teohnoloqv
teleoommunlcatlons teohnoloqv ora eleeel-y—related field;

Experience:

Eve{SyThree years of experlenoe p#ewdmg%e#weal—and—%d—uee#suppeﬁ—m%e—mstall_gaﬂen—

repai-and :
troubleshooting 1T |nfrastruoture |nc|ud|nq cabllnq and network equment in an enwronment

with at least 250 network nodeslecal-a

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 basisfervb-to-tuo-{2vears.

Licensure and/or Certification:
Class—C—California\alid Drivers License

Any industry technology certification is desirable, such as_Network+ Cisco Certified Network

Associate (CCNA)-MSGE, A+, CempHA—or BICS|,-MSCE-CSNR.
Special Requirement:

‘ hews—ae—needeel-wnimqness and ab|||tv to work varled hours and/or be on oaII

Incumbents in this classification may be required to work with confidential police systems and
terminals. Appointment is subject to a fingerprint and/or background check, as required by
CLETS (California Law Enforcement Telecommunication System)

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.

Work Environment.

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.

Job Family: Information Technology
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FLSA Status: Non-exempt
Personnel Commission Approval Date: 11/30/06
; Telecommunication Technician Il; Network
Class History: ——

Communications Technician 1|
Revision Date(s): 11/30/06; 12/17/08; 1/21/09; 11/18/15_8/20/25

24



Santa Monica College

Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

Santa Monica Community College District
Personnel Commission

IT Infrastructure Technician I

| CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform journey-level work to ensure the
end users effectively and securely access District supported technology infrastructure resources.
Incumbents install, repair, configure, test and maintain data communication infrastructure, wireless
access points, uninterruptable power supplies, two-way radios, campus safety technology, multi-
platform computer hardware and software, computer peripherals, network and telecommunications
infrastructure and other information technology equipment. In addition, incumbents respond to
technical support requests from end users and technology support staff. Incumbents in this
classification may be required to work with confidential police systems and terminals. Incumbents
may provide lead direction to lower classifications.

| DISTINGUISHING CHARACTERISTICS

The IT Infrastructure Technician Il performs journey-level work and handles a full range of
moderate to complex duties related to installation and maintenance projects. Incumbents may
plan, coordinate and guide less complex installation, repair, and maintenance projects, and may
provide lead direction to lower classifications; however, the work is done with substantial
independence and specialized technical knowledge. Incumbents in this classification may be
required to work with confidential police systems and terminals.

The Senior IT Infrastructure Technician handles the most complex tasks requiring highly
specialized technical knowledge or skills in implementing voice and data infrastructure
installations, repairs and upgrades. Work performed requires advanced journey-level knowledge
in a variety of related systems and protocols, in addition to substantial design and lead
responsibilities implementing large and complex technology infrastructure projects.

The Infrastructure Technician | provides specialized technical support of moderate complexity
and scope, with independent judgement in solving technical problems related to installation,
maintenance and upgrade of data and voice systems.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and
maintenance of the District’s information technology infrastructure, physical security, audio visual
systems, and communications systems.

| ESSENTIAL DUTIES

Provides end user support related to computers and telecommunications by responding to user
requests, troubleshooting and diagnosing the problem, and performing the necessary repair and
adjustment.

Performs routine to high-level support tasks related to the set-up, installation, repair, testing,
updating, and maintenance of computer hardware and software, including peripheral devices,
software applications and various networked and mobile devices.

Drives to District sites to perform moderate to complex tasks related to the installation,
maintenance, end user support, troubleshooting, testing, and repair of voice and data
communication systems, including network equipment (e.g., switches, access points), distribution
frames, fiber-optic and copper cabling, connectors, wireless devices, and voice-messaging
systems, following best practices and change control procedures; makes recommendations for
upgrades or improvements to physical infrastructure.

Provides technical assistance related to the installation, update, and maintenance of campus
safety technology devices, such as video surveillance systems, entry access systems, two way
radios, and/or other network endpoint devices.
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Updates and maintains asset inventory, service records, and other job-related technical
documentation such as, proper labeling of cables and configuration diagrams, customer support
reports, knowledge-base, and other administrative, processes and procedures as needed.

May coordinate and design less complex projects, which may involve coordinating schedules and
project activities, estimating resources, performing task analysis, and providing direction and
training to lower-level technical staff.

Utilizes current technology tools, system scripting, and best practices to determine the
appropriate methodology to install/maintainfupdate operating systems and other software to
various networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and self-studying
technical publications.

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:
Positions in this class receive general supervision from the IT Infrastructure Manager.
Supervision Exercised:

Positions in this classification do not supervise others, however they may serve as lead workers
to lower level technical staff.

| KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Complex computer and network concepts

Industry standards, principles and protocols relating to the installation/maintenance of data/voice
communication infrastructure

Wide and local area network standards, principles, and protocols
Wired and wireless network technology
Domain and directory services

Current Windows, Linux and Macintosh computer hardware, operating systems, installations,
updates, and maintenance

Computer programming languages, software applications, internet applications, web services,
and browsers

Design and installation of physical network infrastructure

Copper and fiber-optic cabling and cable management standards
Current developments and trends in Information Technology
Server and client virtualization technology

Basic principles of project management

Safe and correct use of tools and equipment used in the installation, repair, and maintenance of
telecommunications, computer, and electronic systems

Skills & Abilities:

Identify, analyze and critically think through complex infrastructure and computer issues, devise
alternative solutions, and make effective decisions.
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Organize, set priorities and exercise sound independent judgment within areas of assigned
responsibility

Stay updated on technology changes and adapt to new technologies

Attend to highly detailed information such as infrastructure documentation and diagrams,
Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing

Role model exceptional internal and external customer service

Apply and explain applicable laws and regulations, and District policies and procedures
Organize and maintain specialized files and confidentiality of employee and student information
Apply mathematical reasoning and principles to complete tasks

Plan and manage projects by applying basic project management principles

Install, configure, diagnose, and repair a variety of computer network hardware and software.

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:

Associate's degree or equivalent in information technology, telecommunications technology, or a
related field.

Experience:

Three years of experience installing and troubleshooting IT infrastructure, including cabling and
network equipment, in an environment with at least 250 network nodes.

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:
Valid Driver License

Any industry technology certification is desirable, such as Network+, Cisco Certified Network
Associate (CCNA), A+, or BICSI

Special Requirement:
Willingness and ability to work varied hours and/or be on call.

Incumbents in this classification may be required to work with confidential police systems and
terminals. Appointment is subject to a fingerprint and/or background check, as required by
CLETS (California Law Enforcement Telecommunication System)

| WORKING ENVIRONMENT & 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.
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Work Environment:

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.

| CLASS DETAIL

Job Family: Information Technology
FLSA Status: Non-exempt
Personnel Commission Approval Date: 11/30/06
. ) Telecommunication Technician Il; Network
Class History:

Communications Technician Il
Revision Date(s): 11/30/06; 12/17/08; 1/21/09; 11/18/15; 8/20/25
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Santa Monica Community College District
Personnel Commission

IT Infrastructure Netwerk-Gemmunications-Technician |

[ cCoNCEPT OF THE cLASS |

Under general supervision, Ppositions in this classification ensure that end users effectively and
securely access District supported technology infrastructure resources. Incumbents install, repair,
configure, troubleshoot,_test and maintain_data communication infrastructure, wireless access
points, uninterruptable power supplies, two-way radios, campus safety technology, multi-platform
computer hardware and software, computer peripherals, network: and telecommunications
infrastructure and other information technology equipment. In addition, incumbents respond to
technical support requests from end users and/for other technology support staff.

DISTINGUISHING CHARACTERISTICS |

| The IT Infrastructure Technician | Network CommunicationsFechniciants-provides specialized
technical support of moderate complexity and scope, with independent judgement in solving
technical problems related to installation, maintenance and upgrade of data and voice systems.

The IT Infrastructure Technician |l NetwerCormmunications—Feshrisiar-He-performs journey-
level work and handles a full range of moderate to complex duties related to installation and
maintenance projects. Incumbents may plan, coordinate and guide less complex installation,

| repair, and maintenance projects, and may provide lead direction to lower classifications;
however, the work is done with substantial independence and specialized technical knowledge.
Incumbents in this classification may be required to work with confidential police systems and
terminals.

The Senior IT Infrastructure Technician MNetwork-CommunicationsTechniciantls-handles the
most complex tasks requiring highly specialized technical knowledge or skills in implementing
voice and data infrastructure installations, repairs and upgrades. Work performed requires
advanced journey-level knowledge in a variety of related systems and protocols, in addition to
substantial desian and lead responsibilities implementing large and complex technoloay
infrastructure projects.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and
maintenance of the District's information technology infrastructure, physical security, audio visual
systems, and communications systems.

ESSENTIAL DUTIES

Provides end user support related to computers and telecommunications by responding to user
requests, troubleshooting and diagnosing the problem, and performing the necessary repair and
adjustment.

Performs routine to moderately complex technical support tasks related to the set-up. installation,
repair, testing, updatinges, and maintenance of computer hardware and software, including
peripheral devices, software applications and various networked and mobile devices.

Drives to District sites to Rperforme routine to moderately complex tasks related to the
installation, maintenance, end user support, troubleshooting, testing. and repair-testng—dpeate;
aﬂd—ma&-ﬂteﬂanee of retworking-equierrent—reludingwired-and-wireless-voice and data
communication-ere-pokit-devices—ana-vaice—messagg systems, including network equipment

(e.q.. switches, access points). distribution frames, fiber-optic and copper cabling, connectors
wireless devices. and voice-messading systems, following best practices and change control
procedures.

Updates and maintains asset inventory, service records, and other job-related technical

documentation, such as proper labeling of cables and configuration diagrams, customer support
reports, knowledge-base, and other administrative processes and procedures as needed.
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| RPerorms-Provides technical assistance related to the installation, update and maintenance of
campus safety technology devices, such as video surveillance systems, entry access systems,
two-way radios, and/or other network endpeint devices.

Utilizes current technology tools, system scripting, and best practices to determine the
appropriate methodology to install, maintain and update operating systems and other software to
various networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and self-studying
technical publications.

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:

Positions in this classification receive general supervision from the [T [nfrastructure
o TelecommuhicatioRe-SuUbendsor.

Supervision Exercised:

Positions in this classification do not supervise other classified positions.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Basic computer and network concepts

Industry standards, principals and protocols relating to the installation/maintenance of data/voice
communication infrastructure

Wide and local area network standards, principles, and protocols
Wired and wireless network technology
Domain and directory services

Current Windows, Linux and Macintosh computer hardware, operating systems, installations,
updates, anhd maintenance

Computer programming languages, software applications, internet applications, web services and
browsers.

Design and installation of lecatandwide—areaphysical hetworks infrastructure

Copper and fiber-optic cabling and cable management standards

Current developments and trends in Information Technology
Server and client virtualization technology

Safe and correct use of tools and equipment used in the installation, repair, and maintenance of
‘ telecommunications, computer, and electronic systems

Basic principles of project management

Skills & Abilities:

solutions, and make effective decisions.

‘ Identify, analyze and critically think through infrastructure and computer issues, devise alternative
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Organize, set priorities and exercise sound independent judgment within areas of assigned

responsibility

Stay updated on technology changes and adapt to new technologies

Attend to highly detailed information such as infrastructure documentation and diagrams

Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing
Role model exceptional internal and external customer service

Apply and explain applicable laws and regulations,_and District policies and procedures

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

Apply mathematical reasoning and principles to complete tasks

Install, configure, diagnose, and repair a variety of computer network harcdware and software

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 Requirement:

Associate's ef-Arts-Bdegree or sempletionof-a-trade-seheslequivalent in CemputerFechrolegy
|nformat|on teohnoloqv telecommunloatlons technoloqv +HeLb«slHqg—mte{-HetAA,tewl4Hqg—tee;ltuc}alegyL

eteseJy—related fleld—os-eleswable
Experience Requirement:

Fhree{3)Two years of experience installing and maintaining computer hardware, software and
peripherals in a multi-user, networked envircnment with at least 50 users. or two years of
experlenoe pmv@mg%eehmea#aﬂd-eﬂdﬁse%uppeﬁ—wﬁhe—mstall_qaheﬂ—mpaw and

troubleshooting T
|nfrastruoture |nc|ud|nq cablmq and network equuoment |n an enV|ronment with at least 50
network nodeslesat-a :

Education/Experience Equivalency:
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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 basisforup-to-two (2} vears.

Licensure and/or Certification:
Glass—G-Galifernia\Valid Drivers License.

Any industry technology certification is desirable, such as MESENetwork+, Cisco Certified
Network Associate (CCNA), A+, GempHA—or BICSI, MSCE-CCMNR-

Special Requirement:

| WORKING ENVIRONMENT & 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.

Work Environment.

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.

[ cLAsS DETAIL |

Job Family: Information Technology

FLSA Status: Non-exempt

Personnel Commission Approval Date: 03/18/87

i Historv: Telecommunication Technician |, Network
ass HIstory,: Communications Technician |

01/30/91; 1/13/93; 01/04; 03/28/02; 12/17/08;

Revision Dafe(s): 1111815, 8/20/25
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Santa Monica Community College District
Personnel Commission

IT Infrastructure Technician |

CONCEPT OF THE CLASS

Under general supervision, positions in this classification ensure that end users effectively and
securely access District supported technology infrastructure resources. Incumbents install, repair,
configure, troubleshoot, test and maintain data communication infrastructure, wireless access
points, uninterruptable power supplies, two-way radios, campus safety technology, multi-platform
computer hardware and software, computer peripherals, network and telecommunications
infrastructure and other information technology equipment. In addition, incumbents respond to
technical support requests from end users andfor other technology support staff.

DISTINGUISHING CHARACTERISTICS

The IT Infrastructure Technician I provides specialized technical support of moderate
complexity and scope, with independent judgement in solving technical problems related to
installation, maintenance and upgrade of data and voice systems.

The IT Infrastructure Technician Il performs journey-level work and handles a full range of
moderate to complex duties related to installation and maintenance projects. Incumbents may
plan, coordinate and guide less complex installation, repair, and maintenance projects, and may
provide lead direction to lower classifications; however, the work is done with substantial
independence and specialized technical knowledge. Incumbents in this classification may be
required to work with confidential police systems and terminals.

The Senior IT Infrastructure Technician handles the most complex tasks requiring highly
specialized technical knowledge or skills in implementing voice and data infrastructure
installations, repairs and upgrades. Work performed requires advanced journey-level knowledge
in a variety of related systems and protocols, in addition to substantial design and lead
responsibilities implementing large and complex technology infrastructure projects.

The IT Infrastructure Manager coordinates, manages and oversees the installation, and
maintenance of the District’s information technology infrastructure, physical security, audio visual
systems, and communications systems.

ESSENTIAL DUTIES

Provides end user support related to computers and telecommunications by responding to user
requests, troubleshooting and diagnosing the problem, and performing the necessary repair and
adjustment.

Performs routine to moderately complex technical support tasks related to the set-up, installation,
repair, testing, updating, and maintenance of computer hardware and software, including
peripheral devices, software applications and various networked and mobile devices.

Drives to District sites to perform routine to moderately complex tasks related to the installation,
maintenance, end user support, troubleshooting, testing, and repair of voice and data
communication systems, including network equipment (e.g., switches, access points), distribution
frames, fiber-optic and copper cabling, connectors, wireless devices, and voice-messaging
systems, following best practices and change control procedures.

Updates and maintains asset inventory, service records, and other job-related technical
documentation, such as proper labeling of cables and configuration diagrams, customer support
reports, knowledge-base, and other administrative processes and procedures as needed.

Provides technical assistance related to the installation, update and maintenance of campus
safety technology devices, such as video surveillance systems, entry access systems, two-way
radios, and/or other network endpeint devices.
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Utilizes current technology tools, system scripting, and best practices to determine the
appropriate methodology to install, maintain and update operating systems and other software to
various networked end-point devices.

Updates technical skills and knowledge by participating in training opportunities and self-studying
technical publications.

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:

Positions in this classification receive general supervision from the IT Infrastructure Manager.
Supervision Exercised:
Positions in this classification do not supervise other classified positions.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Basic computer and network concepts

Industry standards, principles and protocols relating to the installation/maintenance of data/voice
communication infrastructure

Wide and local area network standards, principles, and protocols
Wired and wireless network technology
Domain and directory services

Current Windows, Linux and Macintosh computer hardware, operating systems, installations,
updates, and maintenance

Computer programming languages, software applications, internet applications, web services and
browsers.

Design and installation of physical network infrastructure

Copper and fiber-optic cabling and cable management standards
Current developments and trends in Information Technology
Server and client virtualization technology

Safe and correct use of tools and equipment used in the installation, repair, and maintenance of
telecommunications, computer, and electronic systems

Basic principles of project management
Skills & Abilities:

Identify, analyze and critically think through infrastructure and computer issues, devise alternative
solutions, and make effective decisions.

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

Stay updated on technology changes and adapt to new technologies

Attend to highly detailed information such as infrastructure documentation and diagrams,
Communicate complex technical concepts effectively to stakeholders and others, both orally and
in writing

Role model exceptional internal and external customer service
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Apply and explain applicable laws and regulations, and District policies and procedures
Crganize and maintain specialized files and confidentiality of employee and student information
Apply mathematical reasoning and principles to complete tasks

Install, configure, diagnose, and repair a variety of computer network hardware and software

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 Requirement:

Associate's degree or equivalent in information technology, telecommunications technology, or a
related field.

Experience Reguirement:

Two years of experience installing and maintaining computer hardware, software and peripherals
in a multi-user, networked environment with at least 50 users, or two years of experience
installing and troubleshooting IT infrastructure, including cabling and network equipment, in an
environment with at least 50 network nodes.

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:
Valid Driver License.

Any industry technology certification is desirable, such as Network+, Cisco Certified Network
Associate (CCNA), A+, or BICS],

Special Requirement:
Willingness and ability to work varied hours and/or be on call.

| WORKING ENVIRONMENT & 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.

Work Environment.

While performing the duties of this job the employee is required to stand, walk, and travel around
the main campus or satellite locations to perform fieldwork. The employee is frequently required
to lift, carry, push or pull up to 50 pounds. While performing the duties of this job, the employee is
regularly required to stoop, bend, and crouch in small spaces, such as under a desk, and is
occasionally required to climb a ladder and crawl through attic or crawl spaces under buildings
and is occasionally exposed to chemicals used for equipment maintenance.
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3
CLASS DETAIL

Job Family: Information Technology
FLSA Status: Non-exempt
Personnel Commission Approval Date: 03/18/87

Telecommunication Technician |; Network
Communications Technician |

01/30/91; 1/13/93; 01/04; 03/28/05; 12/17/08,;
11/18/15; 8/20/25

Class History:

Revision Date(s):
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Agenda Report Number 4
Subject Classification Description Revisions: Network Engineer
Cyclical Review

Date August 20, 2025

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 the classification revisions for Network Engineer.

As part of the cyclical review process, we are reviewing classifications in the Information
Technology job discipline. Information Technology consists of multiple specialized units including
network services, management information systems, IT infrastructure, and end user support,
and is responsible for developing and implementing effective technology solutions to support
Santa Monica College’s overall institutional mission and goals.

The Network Engineer classification was established in February 2016. This classification has not
been revised since its establishment. There is currently one permanent incumbent in this
classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Information Technology classifications and CSEA were invited to participate in a study
orientation on February 5, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbents in this job
discipline were requested to complete Position Description Questionnaires (PDQs) by February
25, 2025.

Personnel Commission staff consulted with Matthew Kiaman, Director of Network Services, to
discuss the classification description. In addition, the supervisor was requested to complete a
duty analysis worksheet by rating the frequency and criticality of each duty in the current class
description. Description revisions are being proposed to clarify the concept of the class,
distinguishing characteristics, duties assigned, supervision, knowledge, skills and abilities, the
minimum qualifications and working environment to more accurately reflect the nature and
scope of the work performed.

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject
position.
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RESULTS

Based on data gathered, description revisions are being proposed to clarify the essential duties
performed, the concept of the class, distinguishing characteristics, supervision, knowledge, skills
and abilities, the minimum qualifications and working environment.

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking.

The survey yielded several strong to moderate matches as indicated below, with some variability

in assigned functions but with comparable levels of responsibility.

STUDENT
AGENCY JOB TITLE MIN MAX MEDIAN COUNT
Santa Monica College Network Engineer $9,815 | $11,930 | $10,873 | 26,748
El Camino College Senior Network System Administrator $8,791 | $11,322 | $10,057 | 21,971
Foothill De Anza CCD Network Engineer $10,638 | $14,258 | $12,448 | 31,134
Glendale College Network Administrator $6,940 | $8,858 | $7,899 15,885
Long Beach City College Principal Network Administrator $9,658 | $11,944 | $10,801 | 26,189
Pasadena City College Network Engineer $9,550 | $12,189 | $10,870 | 26,522
Santa Barbara City Network Specialist $7,621 | $9,285 | $8,453 | 16,835
College
Ventura County CCD Network Administrator |l $8,969 | $12,384 | $10,677 | 32,977
Average $8,881 | $11,463 | $10,172
25th Percentile $8,206 | $10,303 | $9,255
50th Percentile $8,969 | $11,944 | $10,677
70th Percentile $9,572 | $12,228 | $10,815
80th Percentile $9,636 | $12,345 | $10,856
90th Percentile $10,050 | $13,134 | $11,501
SMC % RANK 86.0% 49.6% 83.3%
SMC Difference From AVG 9.5% 3.9% 6.4%
SMC Difference From MED 8.6% -0.1% 1.8%

The current salary range for Network Engineer is range 55 on the Classified employee salary
schedule. In this survey, SMC is at the 83™ median percentile compared to all benchmark

agencies with comparable classifications; that is, 17% of market comparables were paid higher

than the SMC classification.

Based on median percentile ranking at the 83 percentile, salary reallocation is not

recommended given that current salary meets the District’s goal to target the 70t percentile.
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The following charts show related classifications in this job discipline and salary allocation for

each classification:

CURRENT
JOB TITLE REPORTS TO RANGE MIN MAX EREES L
LEVELS
Director of Network Chief Director of
and Technology Information A15 514,656 | $16,158 40.72%
Services* Technology
Network Services Director of Network
o and Technology M 28 | $10,415 | $12,660 6.11%
Manager .
Services
Director of Network
Network Engineer and Technology 55 $9,815 | $11,930 0.00%
Services
Information Director of Network
) and Technology 55 $9,815 | $11,930 7.67%
Systems Engineer .
Services
Information Director of Network
Systems and Technology 52 $9,116 | $11,082 0.00%
Administrator Services
Network Director of Network
Administrator and Technology 52 $9,116 | S$11,082 18.54%
Services
Director of Network
Network Analyst** and Technology 47 $8,075 $9,815 5.01%

Services

*Under review.

**Proposed to be abolished.
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% DIFF BETWEEN

Director of Network
and Technology
Services*

Information
Systems Engineer

Network Engineer

Network
Administrator

Information

Systems

Administrator
*Under review.

Chief Director of
Information
Technology

Director of Network
and Technology
Services
Director of Network
and Technology
Services
Director of Network
and Technology
Services
Director of Network
and Technology
Services

RANGE MIN MAX LEVELS
Al5 $14,656 | $16,158 45.82%
56 $10,051 | $12,218 2.40%
55 $9,815 $11,930 2.54%
54 $9,572 $11,636 5.00%
52 $9,116 | $11,082

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 Network Engineer.

Disposition by the Commission

Motion Made By

Lawrence Leone

Seconded By

Deborah Jansen

Ayes 5
Nays 0
Abstentions 0

Amendments/Comments
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Personnel Commission

Network Engineer

CONCEPT OF THE CLASS

Under general supervision, RPpositions in this classification perform advanced professional level work leading and
administering complex, highly specialized and-technical project activities related-te-desigrincluding designing,
architecting, planning, senfigurationconfiguring, installation-securing ; maintaining and supporting ferthe
District's enterprise network services. eguismentand-devices-to ensure secure operation, high performance, and
mehlenanse-atthemisslen-ericaleptemrseminimal downtime. Fhe-Mebusork-Engiheeric-oxpectadioplan—design.

DISTINGUISHING CHARACTERISTICS

The Network Engineers performs advanced professional level project lead work administering and designing highly
complex technical projects related to the configuration, installation, maintenance and support for the District's network
services, equipment and devices to ensure the operation, performance, and maintenance of the enterprise wide network.

The Network Administrators performs complex, professional level and highly specialized technical activities related to
the design, configuration, installation, maintenance and support of the District's network services, equipment and devices
to ensure the secure operation, performance, and maintenance of the mission-critical enterprise.

The Information Systems Engineers performs advanced professional level lead work administering highly complex
technical projects related to analyzing, developing, configuring and administering various computer and information
systems and services, including servers, virtualization, email provisioning, and other related services.

The Director of Network and Technology Services plans and manages core technology programs related to operating
system and server administration, hetwork design and maintenance, physical IT infrastructure, and end user support

services.

ESSENTIAL DUTIES

Drives to District sites and leads complex network projects to deliver secure, reliable, and efficient data and voice
networks district-wide: this includes overseeing all project phases from planning and design to execution, and coordinating
and reviewing the work of vendors,_contractors, and District staff for accuracy and compatibility with District standards.

Prevides advanced technical support and guidance on network issues and projects. serving as the primary expert for
large-scale network implementations and related IT staff training: responds efficiently to complex user-reported problems
and service requests.

Designs, configures, installs and manages the CellegeDistrict’s network infrastructure and related systems, including but
not limited to: routers, switches, firewalls, wireless access controllers, and VolP infrastructure.

Troubleshoots, documents. maintains and monitors network performance, including security and stability, to ensure high
availability and efficiency: identifies and resclves complex issues, and recommends updrades to improve service delivery.

Performs highly complex duties in the management and security of enterprise network systems and infrastructure,_which
includes reviewing and updating the network architecture and design of proposed and existing networks; assists the
Director of Network and Technology Services in long term network planning to balance cost, performance and risk.

Implements and Eensures the execution of proper operational procedures, change controls and documentation; creates
and maintains documentation as it relates to network configuration, network mapping, processes and service records.

Supports interfaces with servers and other network devices at operating system and application levels to ensure services
are provided efficiently.

Recommends, develops, implements, and oversees network security standards and performs administration tasks for
various layers of network security levels.
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Stays abreast on updated technology and new developments related to networks and collaborates with internal resources
and vendors in the evaluation and acquisition of internetworking equipment, solutions, and new technology.

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.
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[ SUPERVISION
Level of Supervision Received

Positions in this classification receive general supervision from the Metwerk-Serdess-MaragerDirector of Network and
Technology Services.

Level of Supervision Exercised

Positions in this classification do not supervise other classified positions. Incumbents provide lead direction to Network
| Administrators and/cr other technical staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

| Advapeed-knewledge-ofPrinciples and practices of enterprise network architecture, design, configuration and
management

Licensing for networked systems and infrastructure.

Cloud networking products from major providers such as Amazon Web Services and Microsoft Azure.

Advapsedknevedge-sfsCurrent enterprise networking technology solutions

Advapeed-knewledge sfeEnterprise network security best practices

Advapcedknewledge-ofeEnterprise network communication concepts, routing protocols, traffic management and
monitoring

Advanpeed-knewledgeofeCurrent enterprise network operating systems such as Cisco 108
Advapced-knowledae-ofpPrinciples and procedures related to network systems audit and security
Krewledge-sfsProgramming: and scripting skills to streamline network administration tasks
Knowledge of cCurrent internet security standards, protocols and best practice procedures

Knewledgeof sProject management concepts, and-methodology, and project-related budgeting

Knewledge of-i|nternet application service and services, such as web server and directory services
Knewledgeof Business productivity software such as Microsoft Office teels-and Visio software and databases
Krewledge-of-nNetwork services management tools

KnowledgeofsServers and workstations operating systems concepts and administration
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Mathematical principles relevant to network design and administration

Skills & Abilities:

Provide lead direction to staff. which includes coordinating, training, delegating, monitoring, and directing work orders and
project tasks

Plan and manage projects effectively by applying project management principles

Identify, analyze, and critically and creatively think through highly complex, large-scale network issues, devise alternative
solutions, apply deductive and inductive reasoning, and make effective decisions.

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

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

Communicate complex technical concepts effectively to stakeholders and others. both orally and in writing

Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Perform high-level complex enterprise-level network configuration tasks

Apply mathematical reasoning and principles to complete tasks

Attend to highly detailed information such as network logs, performance metrics. and configurations

Troubleshoot and resolve enterprise-level network issues and provide effective solutions in a timely manner
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 Requirement:

A-Bachelor's degree-from-an-ascredited-college-oruniversity in computer science, information systems, electronics
engineering, Pata-Communicationsinformation technology. or a slese-related field.

Experience Requirement:

AteastiFive years of recert-progressivel+esponsible-riorratiorteshnelogy-network administration experience in a
multi-site enterprise network large-scate-erterpree-hetwork-desigrandadministratienwith at least 1000 active ports

which included assisting with the design of new networks.

Education/Experience Equivalency:

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

Licensure and/or Certification:
AClassC California-Valid Drivers License-reguired-
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| Cisco Certified Network Professional (CCNP)_or Cisco Certified Internetwork Expert (CCIE) certifications is-are highly
desirable.

Special Requirement:
Willingness and ability to work varied hours and/or be on call.

Incumbents in this classification may be required to work with confidential police systems and terminals. Appointment is
subject to a fingerprint andfor background check, as required by CLETS (California Law Enforcement Telecommunication
System).

| 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.

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 regularly required to stand and walk. The employee is regularly required
to lift, carry, push, or pull up to 25 pounds. While performing the duties of this job, the noise level in the work environment
is usually quiet. However, employees will occasionally work in server/network rooms where they will be subject to loud
noises and electrical hazards. > ee-raay-E 2l : } ~ashbee

CLASS DETAIL

Job Family: Information Technology
FLSA Status: Non-exempt
Personnel Commission Approval Date: 21712016
Class History: None

| Revision Date(s): Noneb/25/25
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Santa Monica Community College District
Personnel Commission

Network Engineer

CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform advanced professional level work leading and
administering complex, highly specialized technical project activities including designing, architecting, planning,
configuring, securing, maintaining and supporting the District's enterprise network services to ensure secure operation,
high performance, and minimal downtime.

DISTINGUISHING CHARACTERISTICS

The Network Engineer performs advanced professional level project lead work administering and designing highly
complex technical projects related to the configuration, installation, maintenance and support for the District's network
services, equipment and devices to ensure the operation, performance, and maintenance of the enterprise-wide network.

The Network Administrator performs complex, professional level and highly specialized technical activities related to the
design, configuration, installation, maintenance and support of the District's network services, equipment and devices to
ensure the secure operation, performance, and maintenance of the mission-critical enterprise.

The Information Systems Engineer performs advanced professional level lead work administering highly complex
technical projects related to analyzing, developing, configuring and administering various computer and information
systems and services, including servers, virtualization, email provisioning, and other related services.

The Director of Network and Technology Services plans and manages core technology programs related to operating
system and server administration, network design and maintenance, physical IT infrastructure, and end user support
services.

ESSENTIAL DUTIES

Drives to District sites and leads complex network projects to deliver secure, reliable, and efficient data and voice
networks district-wide; this includes overseeing all project phases from planning and design to execution, and coordinating
and reviewing the work of vendors, contractors, and District staff for accuracy and compatibility with District standards.

Provides advanced technical support and guidance on network issues and projects, serving as the primary expert for
large-scale network implementations and related IT staff training; responds efficiently to complex user-reported problems
and service requests.

Designs, configures, installs and manages the District's network infrastructure and related systems, including but not
limited to: routers, switches, firewalls, wireless access controllers, and VolP infrastructure.

Troubleshoots, documents, maintains and monitors network performance, including security and stability, to ensure high
availability and efficiency; identifies and resclves complex issues, and recommends upgrades to improve service delivery.

Performs highly complex duties in the management and security of enterprise network systems and infrastructure, which
includes reviewing and updating the network architecture and design of proposed and existing networks; assists the
Director of Network and Technology Services in long term network planning to balance cost, performance and risk.

Implements and ensures the execution of proper operational procedures, change controls and documentation; creates
and maintains documentation as it relates to network configuration, network mapping, processes and service records.

Supports interfaces with servers and other network devices at operating system and application levels to ensure services
are provided efficiently.

Recommends, develops, implements, and oversees network security standards and performs administration tasks for
various layers of network security levels.

Stays abreast on updated technology and new developments related to networks and collaborates with internal resources
and vendors in the evaluation and acquisition of internetworking equipment, solutions, and new technology.

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.
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SUPERVISION

Level of Supervision Received
Positions in this classification receive general supervision from the Director of Network and Technology Services.
Level of Supervision Exercised

Positions in this classification do not supervise other classified positions. Incumbents provide lead direction to Network
Administrators and/or other technical staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Principles and practices of enterprise network architecture, design, configuration and management
Licensing for networked systems and infrastructure.

Cloud networking products from major providers such as Amazon Web Services and Microsoft Azure.
Current enterprise networking technology solutions

Enterprise network security best practices

Enterprise network communication concepts, routing protocols, traffic management and monitoring
Current enterprise network operating systems such as Cisco 10S

Principles and procedures related to network systems audit and security

Programming and scripting skills to streamline network administration tasks

Current internet security standards, protocols and best practice procedures

Project management concepts, methodology, and project-related budgeting

Internet application service and services, such as web server and directory services

Business productivity software such as Microsoft Office and Visio software and databases
Network services management tools

Servers and workstations operating systems concepts and administration

Mathematical principles relevant to network design and administration

Skills & Abilities:

Provide lead direction to staff, which includes coordinating, training, delegating, monitoring, and directing work orders and
project tasks

Plan and manage projects effectively by applying project management principles Identify, analyze, and critically and
creatively think through highly complex, large-scale network issues, devise alternative solutions, apply deductive and
inductive reasoning, and make effective decisions.

Interpret, apply, and explain applicable laws and regulations, and District policies and procedures
Crganize and maintain specialized files and confidentiality of employee and student infermation
Communicate complex technical concepts effectively to stakeholders and others, both orally and in writing
Stay updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Perform high-level complex enterprise-level network configuration tasks

Apply mathematical reasoning and principles to complete tasks Attend to highly detailed information such as network logs,
performance metrics, and configurations

Troubleshoot and resolve enterprise-level network issues and provide effective solutions in a timely manner
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
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MINIMUM QUALIFICATIONS

Education Requirement:

Bachelor's degree in computer science, information systems, electronics engineering, information technology, or a related
field.

Experience Requirement:

Five years of network administration experience in a multi-site enterprise network with at least 1000 active ports, which
included assisting with the design of new networks.

Education/Experience Equivalency:

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

Licensure and/or Certification:
Valid Driver License

Cisco Certified Network Professional (CCNP) or Cisco Certified Internetwork Expert (CCIE) certifications are highly
desirable.

Special Requirement:
Willingness and ability to work varied hours andfor be on call.

Incumbents in this classification may be required to work with confidential police systems and terminals. Appointment is
subject to a fingerprint andfor background check, as required by CLETS (California Law Enforcement Telecommunication
System).

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.

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 regularly required to stand and walk. The employee is regularly required
to lift, carry, push, or pull up to 25 pounds. While performing the duties of this job, the noise level in the work environment
is usually quiet. However, employees will cccasionally work in server/network rooms where they will be subject to loud
noises and electrical hazards.

CLASS DETAIL

Job Family: Information Technology
FLSA Status: Non-exempt
Personnel Commission Approval Date: 2/17/2016

Class History: None

Revision Date(s): 6/25/25
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Agenda Report Number 5

Subject Classification Description Revisions and Salary Reallocation:
Student Services Specialist

Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions and salary reallocation for Student
Services Specialist.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase ), which includes the Student Services
Specialist. Cyclical review of the Student Services job discipline (Phase Il) began in July 2025. The
Student Services Specialist performs a variety of complex and technical duties for student
programs and services.

The Student Services Specialist classification was established in April 1998. This classification has
been revised three times since its establishment. The most recent revision was approved in
September 2020 to broaden duties and clarify responsibilities, requirements and distinguishing
characteristics. There are currently eight permanent incumbents in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbents in this job
discipline were requested to complete Position Description Questionnaires (PDQs) by April 15,
2025. Commission staff subsequently conducted job audits to obtain input from the incumbents.
The information gathered from the job audit was reviewed with the manager.

Personnel Commission staff consulted with department management, to discuss the
classification description. In addition, the supervisors were requested to complete a duty analysis
worksheet by rating the frequency and criticality of each duty in the current class description.
Description revisions are being proposed to clarify duties assigned, class concept and
distinguishing characteristics.

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject
position.
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distinguishing characteristics, and duties to more accurately reflect the work performed.

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking. The survey yielded several strong to moderate
matches as indicated below, with some variability in assigned functions but with comparable

levels of responsibility.

GF
AGENCY JOB TITLE MIN MAX MEDIAN SZSBIE\INTT REVENUE
ACTUAL
EZ“Zag(I:Aonlca Student Services Specialist | $5,330 | $6,479 | $5,905 | 26,748 | $250M
Cerritos College Program Assistant || S5,369 | $6,452 | S$5,911 22,948 S198M
Contra Costa CCD Program Coordinator $6,017 | $7,331 | S6,674 31,432 S307M
El Camino College Student Services Specialist $5,867 | $7,530 | $6,699 21,971 S210M
Ecgc:)thlll De Anza Student Success Specialist §5,937 | $7,951 | S$6,944 31,134 S334M
Glendale College Programs and Services Specialist | $5,557 | $7,092 | $6,325 15,885 S149M
t‘;ﬂi:ee“h City Student Services Technician | $4,895 | $6,019 | $5,457 | 26,189 | $249Mm
Los Angeles CCD Student Services Assistant S5,559 | $6,886 | S$6,222 | 135,917 S1B
Mt. San Antonio Student Serylcgs Program $5578 | $7.119 | 36,348 38,269 $336M
College Specialist I
North Orange . .
County CCD Student Services Specialist $5,397 | $6,503 | $5,950 | 43,148 S351M
State Center CCD Program Specialist S5,443 | $6,694 | $6,069 49,125 S400M
Average $5,562 | $6,958 | $6,260
25th Percentile S5,409 $6,551 S5,980
50th Percentile S5,558 $6,989 S6,274
70th Percentile S5,665 $7,183 $6,446
80th Percentile $5,881 | $7,371 | $6,679
90th Percentile $5,945 | $7,572 | $6,723
SMC % RANK 10.1% 16.9% 10.9%
SMC Difference From AVG -4.3% -7.4% -6.0%
SMC Difference From MED -4.3% -7.9% -6.3%

The current salary range for Student Services Specialist is Range 30 on the Classified Employee

Salary Schedule. In this survey, SMC is in the 11" median percentile compared to all benchmark

agencies with comparable classifications; that is, 89% of market comparables were paid higher

than the SMC classification.
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It is recommended that salary for the Student Services Specialist be reallocated from Range 30 to
Range 34 on the Classified Employee Salary Schedule, a 10.24% increase. This will place the
median salary at the 72" percentile, which satisfies the District’s 70t" percentile target. Please

see salary data for jobs in the Student Services job series.

% DIFF BETWEEN

JOB TITLE RANGE MIN MAX LEVELS
Student Services Specialist (PROPOSED) 34 $5,876 | $7,143 10.24%
Student Services Specialist (CURRENT) 30 $5,330 $6,479 7.50%
Student Services Assistant 27 S4,958 | $6,026 10.25%
Student Services Clerk 23 S4,497 | S$5,466 0.00%

Cyclical review results have been sent to the incumbents, CSEA, Department Management,
Business Services, Human Resources, and executive leadership.

RECOMMENDATION

It is recommended that the Commission approve the proposed classification description
revisions and salary reallocation for Student Services Specialist.

FROM: Classified Employee Salary Schedule, Range 30
TO: Classified Employee Salary Schedule, Range 34

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

Student Services Specialist

|CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform a variety of complex and specialized technical duties
relateding to program support, gremstien-outreach and implementation of assigned student programs and services
programs. Incumbents are expected to be specialists in their functional areas.

|DISTINGUISHING CHARACTERISTICS |

The Student Services Specialist performs technical work to support or lead small student services programs, such as
programs with smaller budgets. This classification is further distinguished from the Student Services Assistant and
of work_and program accountability. —hdependence

The Student Services Assistant-slass performs moderately difficult clerical and technical duties. Incumbents are
responsible for completion of a functional phase of clerical or technical work necessan~in the student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their
respective student services area.

|ESSENTIAL DUTIES

Meets and interfaces with prospective, new and continuing students in assigned program to monitor student progress,
promote student engagement and well-being, and assists with resources and referrals as needed.

Plans, facilitates and coordinates program workshops, events and outreach activities in order to disseminate information
regarding program services, promote student engagement and community, help students acclimate to campus life; tracks
applicable data to enhance program delivery.

Serves as a resource and liaison to students, parents, faculty, staff, and external organizations to develop relationships,
collaborate and leverage resources to integrate, implement and evaluate student program goals and outcomes.

Develops and maintains informational materials and utilizes online platforms to promote interest in the program,
encourage student participation and enhance program visibility.

Performs a variety of intake services, and makes referrals, as necessary, to academic counselors, therapists, instructors,
and community agencies.

Provides specialized information to students, staff and the public on available resources, processes, and procedures
relating to assigned student services area.

Maintains and updates website and social media pages related to assigned area.

Ferland-isionsalpregram-deiabase.

Monitors and maintains staff schedules, prepares appointment files and schedules appointments with counselors.

| Creates, maintains, monitors, verifies, and updates confidential student records and related program data—stedent-data

Receives early alert notifications, reviews students’ academic record for program eligibility and makes referrals as
needed.

Investigates and resolves problems and issues presented by department staff, students, counselors, faculty, and other
members of the College community, as needed.

| Performs a variety of complex clerical duties related to program services, including preparing documents, compiling data
and reporting. : gk 2 : e
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May participate in the selection and training of student workers and prepare timesheets.

May assist in monitoring the program budget.-and preparing and processing purchase requisitions and budget transfers.
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 supervision, 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 others, but may provide guidance to other staff and student workers.

|KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Mission, objectives, goals, and service delivery requirements of assigned program

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Federal, State and local laws, regulations, and procedural guidelines pertaining to assigned student program
District policy, departmental resources and administrative practices and procedures

Business writing and effective formats for presentations, correspondence and other written materials

Basic data collection, descriptive statistics, research, and reporting methods, techniques and procedures

Related computer programs, systems,-and databases. and applications-development

Principles, techniques and processes for providing customer service, including customer needs assessment and
evaluation of customer satisfaction

Basic marketing and public relations

Administrative practices and procedures, including record keeping and filing

Modern office methods, practices and equipment

Basic mathematics

Skills & Abilities:

Plan, organize, set priorities, and exercise sound independent judgment within areas of assigned responsibility
Meet deadlines and work in a fast-paced environment with frequent interruptions

Demonstrate sensitivity and understanding of the diverse challenges and needs faced by targeted population

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

Collaborate with internal and external entities

Operate a computer using computer applications, programs and standard office equipment
Crganize and maintain specialized files and confidentiality of employee and student information
Communicate effectively, both orally and in writing

Train and provide work direction to others

Prepare clear, comprehensive and effective reports, correspondence, publicity materials, and presentations
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Compile and analyze data

| Stay updated on technology andabreastsf program changes, requirements and adapt to new requirements and
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

| MINIMUM QUALIFICATIONS

Education Requirement:

| Associate’s degree or equivalent-frerm-an-aceredited-universityorcollege.

Experience Requirement:
Two years of experience performing technical program support duties in a student services area. Experience with public
invalvement, promoting student program and student program operations in higher education is highly 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.

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.

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 occasionally required to stand and walk. The employee is regularly

| required to lift, carry, push, or pull up to 2510 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

[CLASS DETAIL

Job Family: Student Services — Non-Classroom
FLSA Status: Non-exempt
Personnel Commission Approval Date: 4/1998

Scholarship Coordinator

Financial Aid Technician

EOPS Specialist

Disabled Student Services Specialist

Classitlistony: Assessment Services Specialist
Articulation and Transfer Specialist
Admissions and Records Clerk |11
Student Employment Specialist
| Revision Date(s): 11/16/06, 3/18/15, 9/16/20,_8/20/25

55



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

Santa Monica Community College District
Personnel Commission

Student Services Specialist

CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform a variety of complex and specialized technical duties
related to program support, outreach and implementation of assigned student programs and services . Incumbents are
expected to be specialists in their functional areas.

DISTINGUISHING CHARACTERISTICS

The Student Services Specialist performs technical work to support or lead small student services programs, such as
programs with smaller budgets. This classification is further distinguished from the Student Services Assistant and
Student Services Clerk classifications by the level, variety, complexity of work, and program accountability.

The Student Services Assistant performs moderately difficult clerical and technical duties. Incumbents are responsible
for completion of a functional phase of clerical or technical work in the student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their
respective student services area.

ESSENTIAL DUTIES

Meets and interfaces with prospective, new and continuing students in assigned program to monitor student progress,
promote student engagement and well-being, and assists with resources and referrals as needed.

Plans, facilitates and coordinates program workshops, events and outreach activities in order to disseminate information
regarding program services, promote student engagement and community, help students acclimate to campus life; tracks
applicable data to enhance program delivery.

Serves as a resource and liaison to students, parents, faculty, staff, and external organizations to develop relationships,
collaborate and leverage resources to integrate, implement and evaluate student program goals and outcomes.

Develops and maintains informational materials and utilizes online platforms to promote interest in the program,
encourage student participation and enhance program visibility.

Performs a variety of intake services, and makes referrals, as necessary, to academic counselors, therapists, instructors,
and community agencies.

Provides specialized information to students, staff and the public on available resources, processes, and procedures
relating to assigned student services area.

Maintains and updates website and social media pages related to assigned areas.
Creates, maintains, monitors, verifies, and updates confidential student records and related program data.
Monitors and maintains staff schedules, prepares appointment files and schedules appointments with counselors.

Receives early alert notifications, reviews students’ academic record for program eligibility and makes referrals as
needed.

Investigates and resolves problems and issues presented by department staff, students, counselors, faculty, and other
members of the College community, as needed.

Performs a variety of complex clerical duties related to program services, including preparing documents, compiling data
and reporting. May participate in the selection and training of student workers and prepare timesheets.

May assist in monitoring the program budget, preparing and processing purchase requisitions and budget transfers.
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.
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SUPERVISION

Supervision Received
Under general supervision, 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 others but may provide guidance to other staff and student workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Mission, objectives, goals, and service delivery requirements of assigned program

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Federal, State and local laws, regulations, and procedural guidelines pertaining to assigned student program
District policy, departmental resources and administrative practices and procedures

Business writing and effective formats for presentations, correspondence and other written materials

Basic data collection, descriptive statistics, research, and reporting methods, techniques and procedures
Related computer programs, systems, databases, and applications

Principles, techniques and processes for providing customer service, including customer needs assessment and
evaluation of customer satisfaction

Basic marketing and public relations

Administrative practices and procedures, including record keeping and filing

Modern office methods, practices and equipment

Basic mathematics

Skills & Abilities:

Plan, organize, set priorities, and exercise sound independent judgment within areas of assigned responsibility
Meet deadlines and work in a fast-paced environment with frequent interruptions

Demonstrate sensitivity and understanding of the diverse challenges and needs faced by targeted population

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

Collaborate with internal and external entities

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

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

Communicate effectively, both orally and in writing

Train and provide work direction to others

Prepare clear, comprehensive and effective reports, correspondence, publicity materials, and presentations
Compile and analyze data

Stay updated on technology and program changes, requirements and adapt to new requirements and technologies
Role model exceptional internal and external customer service

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

57



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

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.

Experience Requirement:
Two years of experience performing technical program support duties in a student services area. Experience with public
involvement, promoting student program and student program operations in higher education is highly 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.

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.

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 occasionally required to stand and walk. The employee is regularly
required to lift, carry, push, or pull up to 10 pounds. While performing the duties of this job, the neoise level in the work
environment is usually quiet.

CLASS DETAIL

Job Family: Student Services — Non-Classroom
FLSA Status: Non-exempt
Personnel Commission Approval Date: 4/1998

Scholarship Coordinator

Financial Aid Technician

EOPS Specialist

Disabled Student Services Specialist

Class:History: Assessment Services Specialist
Articulation and Transfer Specialist
Admissions and Records Clerk 11
Student Employment Specialist

Revision Date(s): 11/16/06, 3/18/15, 9/16/20, 8/20/25
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Agenda Report Number 6

Subject Classification Description Revisions and Salary Reallocation:
EQOPS Specialist

Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions and salary reallocation for EOPS
Specialist.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase ), which includes the EOPS Specialist.
Cyclical review of the Student Services job discipline (Phase Il) began in July 2025. The EOPS
Office is responsible for EOPS (Extended Opportunity Program and Services), a state-funded
support program to help students achieve their education goals; eligibility is based on guidelines
provided by the State of California. The EOPS suite programs are designed for students who have
historically experienced economic and educational disadvantages, including, foster youth,
undocumented, formerly incarcerated and system impacted students. The EOPS Office offers
comprehensive support services, including academic counseling; supplemental textbook
vouchers; free tutoring; priority enrollment; and student success workshops. The EOPS Specialist
performs a variety of complex and technical duties for the EOPS suite programes.

The EOPS Specialist classification was established in October 1978. This classification has been
revised five times since its establishment. The most recent revision was approved in August 2019
to retitle the classification, broaden duties and clarify class concept, responsibilities,
requirements, distinguishing characteristics, level of supervision, and KSAs (knowledge, skills, and
abilities). There are currently three permanent incumbents in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbents in this job
discipline were requested to complete Position Description Questionnaires (PDQs) by April 15,
2025. Commission staff subsequently conducted job audits to obtain input from the incumbents.
The information gathered from the job audit was reviewed with the manager.

Personnel Commission staff consulted with Debra Locke, Dean of Special Programs (Interim), to
discuss the classification description. In addition, the supervisor was requested to complete a
duty analysis worksheet by rating the frequency and criticality of each duty in the current class
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description. Description revisions are being proposed to clarify duties assigned, class concept,
distinguishing characteristics, requirements and KSAs (knowledge, skills, and abilities).

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject
position.

RESULTS

Based on data gathered, description revisions are being proposed to clarify the class concept,
distinguishing characteristics, duties to more accurately reflect the work performed,
requirements, and KSAs (knowledge, skills, and abilities).

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking. The survey yielded several strong to moderate
matches as indicated below, with some variability in assigned functions but with comparable
levels of responsibility.
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GF
AGENCY JOB TITLE MIN MAX | MEDIAN SZgBEN’?:_T REVENUE
ACTUAL
zzrl}t:gz/lomca EOPS Specialist $5,739 | $6,975 | $6,357 | 26,748 | $250M
Cerritos College Program Assistant Il S5,369 | $6,452 | S$5,911 22,948 | S198M
Contra Costa CCD Program Coordinator S6,017 | $7,331 | $6,674 31,432 | S307M
El Camino College Student Services Specialist S5,867 | $7,530 | S$6,699 21,971 | S210M
Ecécl’)th'” De Anza EOPS Specialist $5,802 | $7,766 | $6,784 | 31,134 |$334Mm
Glendale College Programs and Services $5,557 | $7,092 | $6,325 | 15,885 |$149M
Specialist
Long Beach City .
College EOPS Program Specialist $5,268 | $6,488 | $5,878 | 26,189 | S249M
Los Angeles CCD Student Services Assistant S5,559 | $6,886 | $6,223 | 135,917 | S1B
Mt. San Antonio Student Serylcgs Program 5578 | 47119 | $6.348 38269 | $336M
College Specialist Il
North Orange . .
County CCD Student Services Specialist $5,397 | $6,503 | $5,950 | 43,148 | S351M
Pasadena City EOP&S, CARE.ahd NextUP $5548 | $6,116 | 35832 26522 | $292M
College Technician
Riverside CCD EOPS Specialist S5,843 | $7,117 | $6,480 42,274 | S389M
State Center CCD | rogram specialist-Student | o )5 | ¢ 6aa | $6,060 | 49,125 | sa00m
Services
Average S5,604 | $6,925 | S6,264
25th Percentile S5,432 | $6,499 | S5,940
50th Percentile S5,558 | $6,989 | S6,274
70th Percentile S5,735 | $7,118 | S6,441
80th Percentile S5,835 | $7,289 | S$6,635
90th Percentile S5,865 | $7,510 | S6,696
SMC % RANK 70.1% 49.3% 64.2%
SMC Difference From AVG 2.4% 0.7% 1.5%
SMC Difference From MED 3.2% -0.2% 1.3%

The current salary range for EOPS Specialist is Range 33 on the Classified Employee Salary
Schedule. In this survey, SMC is in the 64" median percentile compared to all benchmark
agencies with comparable classifications; that is, 36% of market comparables were paid higher
than the SMC classification.
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SALARY ALLOCATION

It is recommended that salary for the EOPS Specialist be reallocated from Range 33 to Range 34
on the Classified Employee Salary Schedule, a 2.39% increase. This will place the median salary at
the 74 percentile, which satisfies the District’s 70" percentile target. Please see salary data for
jobs in the EOPS Student Services job series.

JOB TITLE RANGE MIN MAX | % DIFF BETWEEN LEVELS
Special Programs Supervisor (PROPOSED)*
EOPS/CARE Supervisor (CURRENT) M15 >7,583 °9,217 22.90%
Senior EOPS Specialist (PROPOSED)* 36 $6,170 | $7,500 2.39%
Senior EOPS Specialist (CURRENT) 35 $6,026 | $7,324 2.55%
EOPS Specialist (PROPOSED) 34 $5,876 | $7,143 2.39%
EOPS Specialist (CURRENT) 33 $5,739 | $6,975

*Subsequent agenda item

Cyclical review results have been sent to the incumbents, CSEA, Department Management,
Business Services, Human Resources, and executive leadership.

RECOMMENDATION
It is recommended that the Commission approve the proposed classification description
revisions and salary reallocation for EOPS Specialist.

FROM: Classified Employee Salary Schedule, Range 33

TO: Classified Employee Salary Schedule, Range 34
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

| EOPS Specialist

| CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform a variety of complex and specialized technical duties
pertaining to determining and monltorlng student ellglblllty, outreach and |mplementatlon of the EOPS suite programs,_and

related regulatory compliance-#
| DISTINGUISHING CHARACTERISTICS |

The EOPS Specialist performs complex and specialized technical duties relating to the preparation and implementation

of proqrams admlnlstered bv the EOPS offloe Wlth a hlqh deqree of requlatorv aooountabllltv &d&ﬂngmshed—tmm—ethe;

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary
staff in the daily operation and implementation of programs administered by the EOPS/CARE office.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. |n large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

ESSENTIAL DUTIES |

Facilitates and coordinates the activities of the EOPS-CARE-BREAM-ahdlorGuardian-Scholars- suite programs_applying
regulatory frameworks to daily operations.

Creates, maintains, monitors, and updates confidential student records, student data-barksystems, and kistereal-program
databases.

Monitors student eligibility and issues book, transportation and meal vouchers to eligible students participating in
Department program services.

| Plans, facilitates and participates in E©RS workshops, events and campus tours in order to disseminate information
regarding program resources and to help students acclimate to campus life.

| Performs a variety of intake services_tc assess student needs, and makes referrals, as necessary, to academic
counselors, therapists, instructors, and community agencies.

Provides specialized information to students, staff, and the public on available resources; and District, Federal and State
procedures relating to the assighed student services area.

Maintains and updates website and social media specific to assigned area within the function; updates area information
including content and format to ensure accuracy and usefulness.

Contributes and assists in drafting agenda and organizing advisory committee meetings twice a year.

Serves as a contact liaison for other colleges, governmental agencies, firms, and at resource fairs regarding
disadvantaged students eligible for services under one or more EOPS suite programs.

Stays abreastei-updated e~on new student services rules, regulations, and policies relating to assigned student services
area and communicates changes to others.

Performs general administrative duties; prepares correspondences, memos, and other materials.

Resolves complex problems and issues presented by department staff, students, counselors, faculty, and other members
of the College community.

Performs correction and control of more complex errors in student files and student aid reports to ensure their accuracy.
Assists in the training of student services staff, temporary employees, and student workers.

Assist in preparing statistical data for State, Federal, and District reports; compiles and maintains data as needed for
program grant proposals.
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Assists in drafting annual budget assigned program and monitors expenditures throughout the budget year.
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 supervision, 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 others, but may provide specialized knowledge and guidance to other staff,
faculty and student workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Federal, State and local laws, regulations, policies, grant requirements, and procedural guidelines pertaining to assigned
student program

District policy, departmental resources and administrative practices and procedures
Mission, Pelisies-and-objectives, goals, and service delivery requirements of assigned program

Community resources and services available to students

Unigue needs and challenges of students served by assigned programs

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Related computer programs, systems, databases, and applications-that-eupper-thistevelelwerkirciiding-yword

Skills & Abilities:

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

Exercise awareness, tact and empathy in dealing with sensitive student concerns

Attend to detailed information and make accurate calculations and assessments when analyzing and correcting complex
errors in student records

Access financial aid systems to process on-line loan applications and locate student financial aid history
Operate a computer using computer applications, programs and standard office equipment

Train and provide guidance to others

Communicate effectively, both orally and in writing

Stay ebreastofupdated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Organize, set priorities, work independently, and exercise sound independent judgment within areas of assigned
responsibility

Compile and analyze data

Crganize and maintain specialized files and confidentiality of student information
Complete work in a fast-paced environment with multiple interruptions and distractions
Collaborate with other student services areas

Demonstrate knowledge of diversity, equity, inclusion, and accessibility principles and participate in related training
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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 {rom-an-ascredited-universityorcollege-

Experience Requirement:

Two-2} years of experience performing specialized and complex student services in a higher education setting or social
services duties that require knowledge of federal and state regulations. Related experience working with disadvantaged or
underrepresented populations is 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:
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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment is usually quiet.

[ cLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt
Personnel Commission Approval Date: 4/8910/11/78

EOPS Recruiter
EOPS Recruiter - Bilingual

Clasa.History: EOP&S Program Specialist,
Student Services Specialist —- EOPS
| Revision Date(s): 4/89; 11/16/06, 08/20/08, 3/18/15, 8/21/19_8/20/25
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EOPS Specialist

| CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform a variety of complex and specialized technical duties
pertaining to determining and monitoring student eligibility, outreach and implementation of the EOPS suite programs, and

related regulatory compliance.

| DISTINGUISHING CHARACTERISTICS

The EOPS Specialist performs complex and specialized technical duties relating to the preparation and implementation

of programs administered by the EOPS office with a high degree of regulatory accountability.

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary

staff in the daily operation and implementation of programs administered by the EOPS office.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. In large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

ESSENTIAL DUTIES

Facilitates and coordinates the activities of the EOPS suite programs applying regulatory frameworks to daily operations.

Creates, maintains, monitors, and updates confidential student records, student systems, and program databases.

Monitors student eligibility and issues book, transportation and meal vouchers to eligible students participating in

Department program services.

Plans, facilitates and participates in workshops, events and campus tours in order to disseminate information regarding
program resources and to help students acclimate to campus life.

Performs a variety of intake services to assess student needs, and makes referrals, as necessary, to academic
counselors, therapists, instructors, and community agencies.

Provides specialized information to students, staff, and the public on available resources; and District, Federal and State
procedures relating to the assigned student services area.

Maintains and updates website and social media specific to assigned area within the function; updates area information
including content and format to ensure accuracy and usefulness.

Contributes and assists in drafting agenda and organizing advisory committee meetings twice a year.

Serves as a contact liaison for other colleges, governmental agencies, firms, and at resource fairs regarding
disadvantaged students eligible for services under one or more EOPS suite programs.

Stays updated on new student services rules, regulations, and policies relating to assigned student services area and

communicates changes to others.

Performs general administrative duties; prepares correspondences, memos, and other materials.

Resolves complex problems and issues presented by department staff, students, counselors, faculty, and other members

of the College community.

Performs correction and control of more complex errors in student files and student aid reports to ensure their accuracy.

Assists in the training of student services staff, temporary employees, and student workers.

Assist in preparing statistical data for State, Federal, and District reports; compiles and maintains data as needed for

program grant proposals.

Assists in drafting annual budget assigned program and monitors expenditures throughout the budget year.

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.
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[ SUPERVISION

Supervision Received
Under general supervision, 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 others, but may provide specialized knowledge and guidance to other staff,
faculty and student workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Federal, State and local laws, regulations, policies, grant requirements, and procedural guidelines pertaining to assigned
student program

District policy, departmental resources and administrative practices and procedures
Mission, objectives, goals, and service delivery requirements of assighed program
Community resources and services available to students

Unigue needs and challenges of students served by assigned programs

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs, related computer programs, systems, databases, and applications

Customer service practices
Skills & Abilities:

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

Exercise awareness, tact and empathy in dealing with sensitive student concerns

Attend to detailed information and make accurate calculations and assessments when analyzing and correcting complex
errors in student records

Access financial aid systems to process on-line loan applications and locate student financial aid history
Operate a computer using computer applications, programs and standard office equipment

Train and provide guidance to others

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

Organize, set priorities, work independently, and exercise sound independent judgment within areas of assigned
responsibility

Compile and analyze data

Organize and maintain specialized files and confidentiality of student information

Complete work in a fast-paced environment with multiple interruptions and distractions

Collaborate with other student services areas

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 Requirement:
Associate’s degree or equivalent.

Experience Requirement:
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Two years of experience performing specialized and complex student services in a higher education setting or social
services duties that require knowledge of federal and state regulations. Related experience working with disadvantaged or
underrepresented populations 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.

| 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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment is usually quiet.

[ CLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt
Personnel Commission Approval Date: 10M11/78

EOPS Recruiter
EOPS Recruiter - Bilingual

Class History: EOP&S Program Specialist,
Student Services Specialist — EOPS
Revision Date(s): 4/89; 11/16/06, 08/20/08, 3/18/15, 8/21/19, 8/20/25
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Agenda Report Number 7

Subject Classification Description Revisions and Salary Reallocation:
Senior EOPS Specialist

Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions and salary reallocation for Senior EOPS
Specialist.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase ), which includes the Senior EOPS
Specialist. Cyclical review of the Student Services job discipline (Phase Il) began in July 2025. The
EOPS Office is responsible for EOPS (Extended Opportunity Program and Services), a state-
funded support program to help students achieve their education goals, eligibility is based on
guidelines provided by the State of California. The EOPS suite programs are designed for
students who have historically experienced economic and educational disadvantages, including,
foster youth, undocumented, formerly incarcerated and system impacted students. The EOPS
Office offers comprehensive support services, including academic counseling; supplemental
textbook vouchers; free tutoring; priority enrollment; and student success workshops. The
Senior EOPS Specialist perform lead work in the daily operations of the EOPS suite programs.

The Senior EOPS Specialist classification was established in May 2012. This classification has been
revised one time since its establishment. The most recent revision was approved in August 2019
to retitle the classification, broaden duties and clarify class concept, responsibilities,
requirements, distinguishing characteristics, level of supervision, and KSAs (knowledge, skills, and
abilities). This classification is currently vacant.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbents in this job
discipline were requested to complete Position Description Questionnaires (PDQs) by April 15,
2025.

Personnel Commission staff consulted with Debra Locke, Dean of Special Programs (Interim), to
discuss the classification description. In addition, the supervisor was requested to complete a
duty analysis worksheet by rating the frequency and criticality of each duty in the current class
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description. Description revisions are being proposed to clarify duties assigned, distinguishing
characteristics, class concept, requirements, and KSAs (knowledge, skills, and abilities).

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject

position.

RESULTS

Based on data gathered, description revisions are being proposed to clarify the class concept,
distinguishing characteristics, duties to more accurately reflect the work performed,
requirements, and KSAs (knowledge, skills, and abilities).

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). Comparable agencies utilized roles broader classification, such as a Coordinator or
Counselor as a lead role to oversee the daily functions of the EOPS/CARE, NextUP, Guardian
Scholars, CalWORKS, Foster Youth programs.

SALARY ALLOCATION

It is recommended that salary for the Senior EOPS Specialist be reallocated from Range 35 to
Range 36 on the Classified Employee Salary Schedule, a 2.39% increase. Salary review is based on
internal compression between the Senior EOPS Specialist lead role and the EOPS Specialist. As
well as, internal comparison of similar roles such as the Senior Veterans Resource Specialist
requiring similar level of knowledge, decision making involved and complexity of work.

Please see salary data for jobs in the EOPS Student Services job series.

JOB TITLE RANGE MIN MAX | % DIFF BETWEEN LEVELS
Special Programs Supervisor (PROPOSED)*
EOPS/CARE Supervisor (CURRENT) M15 27,583 | 59,217 22.90%
Senior EOPS Specialist (PROPOSED) 36 $6,170 | $7,500 2.39%
Senior EOPS Specialist (CURRENT) 35 $6,026 | $7,324 2.55%
EOPS Specialist (PROPOSED)** 34 $5,876 | $7,143 2.39%
EOPS Specialist (CURRENT) 33 $5,739 | $6,975

*Subsequent agenda item
**Previous agenda item
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% DIFF BETWEEN

JOB TITLE RANGE | MIN MAX LEVELS
Financial Aid Systems Specialist* 43 $7,324 | $9,116 13.04%
Student Communications Coordinator* 38 $6,479 | $7,875 5.01%
Senior Academic Records Evaluator* 36 $6,170 | $7,500 0.00%
Senior S’.tudent Services Specialist- 36 $6.170 | $7,500 0.00%
International®
Senior Veterans Resource Specialist*** 36 $6,170 | $7,500 0.00%
Senior EOPS Specialist (Proposed) 36 | S6170| 57,500 2.39%
Senior EOPS Specialist (Current) 35 $6,026 | $7,324 0.00%
Sen|QrF|nanC|aIA|d & Scholarship 35 $6,026 | 47,324 5 55%
Specialist*
DSPS Specialist** 34 S5,876 | $7,143 0.00%
International Student Services Specialist* 34 S5,876 | $7,143 0.00%
Outreach and Recruitment Specialist* 34 S5,876 | $7,143 0.00%
Student Judicial Affairs Specialist 34 S5,876 | $7,143 0.00%
Transfer & Articulation Specialist*** 34 S5,876 | $7,143 0.00%
Veterans Resource Specialist? 34 S§5,876 | 57,143 0.00%
EOPS Specialist” 34 S$5,876 | 57,143 0.00%
Student Services Specialist” 34 $5,876 | S7,143 2.39%
Academic Records Evaluator* 33 S5,739 | $6,975 0.00%
Financial Aid & Scholarships Specialist* 33 S5,739 | $6,975 2.56%
Senior Enrollment Services Specialist* 32 S5,596 | $6,803 4.99%
Enrollment Services Specialist* 30 S5,330 | $6,479 0.00%
Student Onboarding Specialist* 30 S5,330 | $6,479 7.50%
Student Services Assistant** 27 S4,958 | $6,026 10.25%
Disabled Student Services Assistant** 23 S4,497 | S5,466 0.00%
Student Services Clerk** 23 S4,497 | S5,466 0.00%
Cosmetology Assistant (Proposed)*** 23 54,497 | 55,466 5.00%
Cosmetology Assistant (Current)*** 21 $4,283 | $5,206

*Student Services (Phase Il)

**Recently Reviewed

***Proposed in Subsequent agenda item
APrevious Agenda item

Cyclical review results have been sent to the incumbents, CSEA, Department Management,

Business Services, Human Resources, and executive leadership.

RECOMMENDATION

It is recommended that the Commission approve the proposed classification description
revisions and salary reallocation for Senior EOPS Specialist.
FROM: Classified Employee Salary Schedule, Range 35
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Disposition by the Commission

Motion Made By

Barbara Greenstein

Seconded By

Lawrence Leone

Ayes 5
Nays 0
Abstentions 0

Amendments/Comments
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Santa Monica Community College District
| Personnel Commission

| Senior EOPS Specialist

[ CONCEPT OF THE CLASS |

Under general supervision, positions in this classification perform lead work in the daily operation of the ECPS student
services area, including related EOPS suite CARE-Guardian-Schelare—and-DREAM-programs.

DISTINGUISHING CHARACTERISTICS |

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary
staff in the daily operation and implementation of the EOPS suite programs.-administered-by-the-EORS-office-

The EOPS Specialist performs complex and specialized duties relating to the preparation and implementation of ECPS

suite programs. -aewiristered-by-the-E0ORSoffice-

The Special Programs Supervisor provides training, quidance. and supervision to staff members assigned to the
EOPS/CARE and related EOPS suite programs.

ESSENTIAL DUTIES

Serves as the lead worker for the department staff, and serves as staff’s first line of support on escalated issues.

| Assists Director and Supervisor in the day-to-day monitoring of EOPSY/ suite CARE-Guardian-Schelarsand-programs as
assigned.

Disseminates and monitors adherence to departmental policies, procedures, and requirements.

Ensures accuracy of information provided by student services staff, receives, records, and maintains 1SIS for accuracy and
completeness; corrects data entry errors made by staff into the EOPS_suite programs/GARE data systems.

Assists Director and Supervisor in monitoring fiscal budgets for EOPS suite programs/CARE and-Guardian-Scholars,

Mediates and resolves complex problems and issues presented by EOPS_suite programs/GARE staff, other staff,
students, counselors, faculty, and other members of the College community.

Stays abreastof updated oron new rules, regulations, and policies relating to assigned programs and communicates
changes to others

Assists in the training of departmental staff and temporary employees.
Oversees the eligibility process for assigned programs.
Assists in the preparation and finalizing of statistical data for Federal, State, andfor District reports.

Assist in drafting annual state budget and grant requests for the EOPS_suite programs—GARE-BREAMandiorGuardiarh
Sshelars- programs and monitors expenditures throughout the budget year.

Assists with overseeing the hiring and distribution of work to student workers.

Answers inquiries and provides information in persen or e-mail to students, faculty, staff, and the public on District,
Federal, and State procedures relating to the EOPS suite programs/GARE student service area.

Plans, facilitates and patticipates—conducts in—EORPS-workshops_events and campus tours in order to disseminate
information regarding program resources and to help students acclimate to campus life.

Performs general administrative duties, fypes-prepares correspondence, memesforms, and other material—dpdates
ferms as needed.

Updates the EOPS suite programs/cARE webpage and social media when appropriate.

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.
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[ SUPERVISION

Supervision Received
Under general supervision, 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 classified staff, but do serve in a lead capacity, providing training and
work direction to student services staff and temporary employees.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

| Federal, State and local laws, regulations, policies, grant requirements, and procedural guidelines pertaining to assigned
student program

District policy, departmental resources and administrative practices and procedures

Mission, objectives, goals, and services delivery requirements of assigned program

Community resources and services available to students

Principles and practices involved in planning. resource allocation, coordination. organization. and implementation of

student programs
Unigue needs and challenges of students served by assigned programs

" " i L i |

Skills & Abilities:

Train and provide work direction to others, including training others in the specialized software specific to assigned area of
responsibility

Organize, set priorities, work independently, and exercise sound independent judgment within areas of assigned
responsibility, and refer serious or complex problems to supervisor

Interpret, apply, explain, and reach sound conclusions in accordance with applicable laws, regulations, and District policies
and procedures

Attend to detailed information and make accurate calculations and assessments when analyzing and correcting complex
errors in student records

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

Communicate effectively, both orally and in writing

Exercise awareness, tact and empathy in dealing with sensitive student concerns

Access financial aid systems to process on-line loan applications and locate student financial aid history

Complete work in a fast-paced environment with multiple interruptions and distractions

Collaborate with other student services areas

Organize and maintain specialized files and confidentiality of student information

Stay abreastof 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

MINIMUM QUALIFICATIONS |

Education Requirement:
Associate’s degree or equivalent. A bachelor's degree is desirable.
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Experience Requirement:

| Three £2)-years of experience performing specialized and complex ECPS student services or social services duties
that require knowledge of federal and state regulations. Related experience working with disadvantaged or
underrepresented populations and experience providing work direction to other staff 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.

| 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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment is usually quiet.

[ cLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt
Personnel Commission Approval Date: 5/16/12

Senior Student Services Specialist — EOPS/CARE
Senior EOPS Specialist
| Revision Date(s): 8/21/19, 8/20/25

Class History:
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Santa Monica Community College District
Personnel Commission

Senior EOPS Specialist

| CONCEPT OF THE CLASS

Under general supervision, positions in this classification perform lead work in the daily operation of the ECPS student
services area, including related EOPS suite programs.

DISTINGUISHING CHARACTERISTICS

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary
staff in the daily operation and implementation of the EOPS suite programs.

The EOPS Specialist performs complex and specialized duties relating to the preparation and implementation of EOPS

suite programs.

The Special Programs Supervisor provides training, guidance, and supervision to staff members assigned to the
EOPS/CARE and related EOPS suite programs.

ESSENTIAL DUTIES

Serves as the lead worker for the department staff, and serves as staff’s first line of support on escalated issues.

Assists Director and Supervisor in the day-to-day monitoring of EOPS suite programs as assigned.

Disseminates and monitors adherence to departmental policies, procedures, and requirements.

Ensures accuracy of information provided by student services staff, receives, records, and maintains 1SIS for accuracy and
completeness; corrects data entry errors made by staff into the EOPS suite programs data systems.

Assists Director and Supervisor in monitoring fiscal budgets for EOPS suite programs.

Mediates and resolves complex problems and issues presented by ECPS suite programs staff, other staff, students,
counselors, faculty, and other members of the College community.

Stays updated on new rules, regulations, and policies relating to assigned programs and communicates changes to

others

Assists in the training of departmental staff and temporary employees.

Oversees the eligibility process for assigned programs.

Assists in the preparation and finalizing of statistical data for Federal, State, andfor District reports.

Assist in drafting annual state budget and grant requests for the EOPS suite programs and monitors expenditures

throughout the budget year.

Assists with overseeing the hiring and distribution of work to student workers.

Answers inquiries and provides information in person or e-mail to students, faculty, staff, and the public on District,

Federal, and State procedures relating to the EOPS suite programs student service area.

Plans, facilitates and conducts workshops, events and campus tours in order to disseminate information regarding program
resources and to help students acclimate to campus life.

Performs general administrative duties, prepares correspondence, forms, and other material as needed.

Updates the EOPS suite programs webpage and social media when appropriate.

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 supervision, the employee receives assignments and is expected to carry them through to completion with

substantial independence.
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Supervision Exercised
Positions in this classification do not supervise classified staff, but do serve in a lead capacity, providing training and
work direction to student services staff and temporary employees.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Federal, State and local laws, regulations, policies, grant requirements, and procedural guidelines pertaining to assigned
student program

District policy, departmental resources and administrative practices and procedures
Mission, objectives, goals, and services delivery requirements of assighed program
Community resources and services available to students

Principles and practices involved in planning, resource allocation, coordination, organization, and implementation of
student programs

Unigque needs and challenges of students served by assigned programs
Related computer programs, systems, databases, and applications
Customer service practices

Skills & Abilities:

Train and provide work direction to others, including training others in the specialized software specific to assigned area of
responsibility

Crganize, set priorities, work independently, and exercise sound independent judgment within areas of assigned
responsibility, and refer serious or complex problems to supervisor

Interpret, apply, explain, and reach sound conclusions in accordance with applicable laws, regulations, and District policies
and procedures

Attend to detailed information and make accurate calculations and assessments when analyzing and correcting complex
errors in student records

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

Communicate effectively, both orally and in writing

Exercise awareness, tact and empathy in dealing with sensitive student concerns

Access financial aid systems to process on-line loan applications and locate student financial aid history

Complete work in a fast-paced environment with multiple interruptions and distractions

Collaborate with other student services areas

Organize and maintain specialized files and confidentiality of student information

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

MINIMUM QUALIFICATIONS

Education Requirement:
Associate’s degree or equivalent. A bachelor's degree is desirable.

Experience Requirement:

Three years of experience performing specialized and complex EOPS student services or social services duties that
require knowledge of federal and state regulations. Related experience working with disadvantaged or
underrepresented populations and experience providing work direction to other staff 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.
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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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment is usually quiet.

| CLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt
Personnel Commission Approval Date: 5/16/12

Senior Student Services Specialist — EOPS/CARE
Senior EOPS Specialist
Revision Date(s): 8/21/19, 8/20/25

Class History:
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Agenda Report Number 8

Subject Retitle and Classification Description Revisions:
EOPS/CARE Supervisor to Special Programs Supervisor
Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions and a retitle for EOPS/CARE
Supervisor.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase 1), which includes the EOPS/CARE
Supervisor. Cyclical review of the Student Services job discipline (Phase Il) began in July 2025.
The EOPS Office is responsible for EOPS (Extended Opportunity Program and Services), a state-
funded support program to help students achieve their education goals, eligibility is based on
guidelines provided by the State of California. The EOPS suite programs are designed for
students who have historically experienced economic and educational disadvantages, including,
foster youth, undocumented, formerly incarcerated and system impacted students. The EOPS
Office offers comprehensive support services, including academic counseling; supplemental
textbook vouchers; free tutoring; priority enrollment; and student success workshops. The
EOPS/CARE Supervisor plans, manages, evaluates and oversees the daily operations of the
EOPS/CARE and EOPS suite programs.

The EOPS/CARE Supervisor classification was established in September 2015. This classification
has not been revised since its establishment. There is currently one permanent incumbent in this
classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbent in this job
discipline was requested to complete a Position Description Questionnaire (PDQs) by April 15,
2025.

Personnel Commission staff consulted with Debra Locke, Dean of Special Programs (Interim), to
discuss the classification description. In addition, the supervisor was requested to complete a
duty analysis worksheet by rating the frequency and criticality of each duty in the current class
description. Description revisions proposed to clarify duties assigned, title, distinguishing
characteristics, requirements, and KSAs (knowledge, skills, and abilities).
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A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject

position.

RESULTS

Based on data gathered, description revisions are being proposed to retitle the classification,
clarify the class concept, title, distinguishing characteristics, duties to more accurately reflect the

work performed, requirements, and KSAs (knowledge, skills, and abilities).

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). Comparable agencies utilized roles broader classification, such as a Director role to
oversee the daily functions of the EOPS/CARE, NextUP, Guardian Scholars, CalWORKS, Foster
Youth programs. As a result, salary review is based on internal alignment within the

EOPS Student Services job series. There is no salary compression within the series. As such, it is
recommended that the salary placement for this role remain at Range M15 on the Classified

Management Salary Schedule.

Please see salary data for jobs in the EOPS Student Services job series.

JOB TITLE RANGE MIN MAX | % DIFF BETWEEN LEVELS
Special Programs Supervisor (PROPOSED)
EOPS/CARE Supervisor (CURRENT) M15 27,583 | 99,217 22.90%
Senior EOPS Specialist (PROPOSED)** 36 $6,170 | $7,500 2.39%
Senior EOPS Specialist (CURRENT) 35 $6,026 | $7,324 2.55%
FOPS Specialist (PROPOSED)** 34 $5,876 | $7,143 2.39%
FOPS Specialist (CURRENT) 33 $5,739 | $6,975

**Previous agenda item

Cyclical review results have been sent to the incumbents, Department Management, Business
Services, Human Resources, and executive leadership.

RECOMMENDATION

It is recommended that the Commission approve the proposed classification description
revisions and retitle for EOPS/CARE Supervisor.

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

| EORS/GARE-Special Programs Supervisor

| CONCEPT OF THE CLASS

Under general direction, this position plans, manages, evaluates and oversees the da||y operations of the EOPS/—CARE
and-Guardian-Scholars and related EOPS suite programs.—a

and-District policies-&-procedures- This position serves as the prlmary coordlnator of the CARE program, supervises the
EOPS program in the absence of the Director of Special Programs, and provides oversight for Foster Service Support

Programsthe-Guardian-Schelars RProgram in collaboration with the Director of Special Programs.
DISTINGUISHING CHARACTERISTICS |

The EGRS/CARE Special Programs Supervisor provides training, guidance, and supervision to staff members assigned

to the EOPS/~re-CARE and related EOPS suite programs. Frisposition-seresas-theprimary-coordinatorof-the CARE
pr gram ellp nucas tha CADC pr graw‘\ i tha obheam, fibha Miroatar 'FQv-\ Mmm@m

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary
staff in the daily operation and implementation of programs administered by the EOPS office.

The EOPS Specialist performs complex and specialized duties relating to the preparation and implementation of
programs administered by the EOPS office.

ESSENTIAL DUTIES

| Plans, organizes, coordinates, and supervises the day-to-day operations of staff assigned to the EOPS suite anrd GARE
programs to ensure efficient delivery of services to students, faculty, staff and the community at large.

| Assists in the coordination of EOPS suite programs and GARE services to students to include program intake and
orientation, counseling and advising, peer mentoring, transfer assistance, and related follow-up activities.

| Assists and advises students in matters related to EOPS suite programs are-GARE: book vouchers and grants; explains
application procedures, regulations, and policies.

Ensures compliance and accuracy within state policy regulations; monitors compliance with department guidelines.
Compiles and analyzes data related to program participation and evaluation.

Assists in the preparation and administration of the annual program budgets, maintains program budget and records of
expenditures when assigned; provides input and recommendations regarding staffing, equipment and supplies.

Communicates with faculty, staff, representatives of state and federal agencies, other educational institutions, and others
to coordinate programs and activities.

Develops work processes which facilitate attainment of established program goals and objectives; recommends program
policies and procedural changes as needed.

Develops and recommends modifications to work processes in response to regulation changes.

Monitors student enrolliment and academic progress to determine continued eligibility; informs students of denial or
approval of EOPS suite program ahe-SARE eligibility; informs students in they are placed on probation or suspension, or
if they have been terminated from the EOPS suite {GARE programs.

Oversees the maintenance of effective student databases for the EOPS suite ard-GARE programs.

Attends EOPS suite programere-SARE workshops as required. Represents EOPS suite programsere-GARE at
appropriate meetings and committees.

Collaborates with the Financial Aid Office regarding the awarding of grants and services to EOPS suite program ard
CARE participants.
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Supervises and evaluates the performance of assigned program staff and student workers; participates in the
appointment of new classified personnel and student workers

Conducts EOPS suite program ard-GARE workshops for college students; provides direct, in-depth information to
potential applicants.

Provides and coordinates training for assigned classified staff, works with employees to correct deficiencies; implemental
disciplinary procedures as needed.

Participates in submitting the annual program plan and related budgets to the State Chancellor’s Office.
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 supervision from the Director of Special Programs, the employee receives assignments and is expected to
carry them through to completion with substantial independence.

Supervision Exercised:
Positions in this classification supervise assigned classified staff and student workers within the EOPS suite-CARE—aRd
Sardiar-Sehelare programs.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Federal and state laws and state regulations related to EOPS suite anrd-GARE programs, including District procedures for
applying for program services and determining eligibility

Santa-Menica-Community-College-mMission,_objectives, goals and service delivery requirements of assigned programs
anghohiosopy

Recordkeeping and filing technigues Meder-office-andrecerds-managementpractices

Principles of training and supervision

Related computer programs, systems, databases, and applications-tracking-rretheds

Budget preparation and administration

Business writing and Sralandwritten communication techniques skile—using-correct-English-usage-spelinggrammar:
ancresabuians

Community resources and services available to students

Basic principles and practices of fiscal, statistical and administration research, and report preparation
Skills & Abilities:

Interpret and apply state rules and regulations pertaining to the EOPS suite are-SARE programs
Ensure federal, state, and District regulations, policies, and procedures are followed and maintained
Prepare and deliver presentations pertaining to EOPS suite programs ard-CARE

Determine EOPS suite program are-SARE eligibility

Supervise, mentor and evaluate assigned staff and student assistants

Prepare and administer budgets

Communicate effectively, both orally and in writing

Work cooperatively with other departments, offices, and outside agencies

Analyze situations accurately and adopt an effective course of action

Operate a computer using computer applications, programs and medern standard office equipment-and-use-word

Meet schedule and project timelines

Work independently with minimal direction
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Relate effectively to people of varied academic, cultural and socio-economic background using tact, diplomacy and
courtesy

Understand internal and external customer immediate and long term needs to provide viable solutions and
recommendations

Utilize organizational funds, material resources and staffing levels wisely and strategically

Maintain an open and approachable manner and easily build rapport with others

Create a positive work environment and ensure that clear, challenging and attainable goals are set for assigned groups
and aligned with organizational objectives

Model professional integrity and ethics and deal quickly with breaches and misconduct

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 Requirement:

Bachelor's degree or equivalent. frerm-an-ascredited-universiy-orcollege- Arrasters-degree—preferabliincounseling:

Experience Requirement:
Three years of progressively responsible experience within a college student services program, working predominantly

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.

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 andfor hear. The employee is occasionally required to stand and walk. The employee is regularly

| required to lift, carry, push, or pull up to 2510 pounds. While performing the duties of this job, the noise level in the work
environment is usually quiet.

[ cLASS DETAIL
Job Family: Student Services (Non-Classroom)
FLSA Status: Exempt
Personnel Commission Approval Date: 09/16/2015
| Class History: EOPS/CARE Supervisor
Revision Date(s): 8/20/25
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Santa Monica Community College District
Personnel Commission

Special Programs Supervisor

CONCEPT OF THE CLASS

Under general direction, this position plans, manages, evaluates and oversees the daily operations of the EOPS/CARE
and related EOPS suite programs. This position serves as the primary coordinator of the CARE program, supervises the
EOPS pregram in the absence of the Director of Special Programs, and provides oversight for Foster Service Support
Programs in collaboration with the Director of Special Programs.

DISTINGUISHING CHARACTERISTICS

The Special Programs Supervisor provides training, guidance, and supervision to staff members assigned to the
EOPS/CARE and related EOPS suite programs.

The Senior EOPS Specialist serves as a lead worker and monitors and directs the work of permanent and temporary
staff in the daily operation and implementation of programs administered by the EOPS office.

The EOPS Specialist performs complex and specialized duties relating to the preparation and implementation of
programs administered by the EOPS office.

ESSENTIAL DUTIES

Plans, organizes, coordinates, and supervises the day-to-day operations of staff assigned to the EOPS suite programs to
ensure efficient delivery of services to students, faculty, staff and the community at large.

Assists in the coordination of EOPS suite programs and services to students to include program intake and orientation,
counseling and advising, peer mentoring, transfer assistance, and related follow-up activities.

Assists and advises students in matters related to EOPS suite programs, book vouchers and grants; explains application
procedures, regulations, and policies.

Ensures compliance and accuracy within state policy regulations; monitors compliance with department guidelines.
Compiles and analyzes data related to program participation and evaluation.

Assists in the preparation and administration of the annual program budgets, maintains program budget and records of
expenditures when assigned; provides input and recommendations regarding staffing, equipment and supplies.

Communicates with faculty, staff, representatives of state and federal agencies, other educational institutions, and others
to coordinate programs and activities.

Develops work processes which facilitate attainment of established program goals and objectives; recommends program
policies and procedural changes as needed.

Develops and recommends modifications to work processes in response to regulation changes.

Monitors student enroliment and academic progress to determine continued eligibility; informs students of denial or
approval of EOPS suite program eligibility; informs students in they are placed on probation or suspension, or if they have
been terminated from the EOPS suite programs.

Oversees the maintenance of effective student databases for the EOPS suite programs.

Attends EOPS suite program workshops as required. Represents EOPS suite programs at appropriate meetings and
committees.

Collaborates with the Financial Aid Office regarding the awarding of grants and services to EOPS suite program
participants.

Supervises and evaluates the performance of assigned program staff and student workers; participates in the
appointment of new classified personnel and student workers

Conducts EQPS suite program workshops for college students; provides direct, in-depth information to potential
applicants.

Provides and coordinates training for assigned classified staff; works with employees to correct deficiencies; implemental
disciplinary procedures as needed.
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Participates in submitting the annual program plan and related budgets to the State Chancellor's Office.
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 supervision from the Director of Special Programs, the employee receives assignments and is expected to
carry them through to completion with substantial independence.

Supervision Exercised:
Positions in this classification supervise assigned classified staff and student workers within the EOPS suite programs.

KNOWLEDGE, SKILLS AND ABILITIES |

Knowledge:

Federal and state laws and state regulations related to EOPS suite programs, including District procedures for applying
for program services and determining eligibility

Mission, objectives, goals and service delivery reguirements of assigned programs
Recordkeeping and filing techniques

Principles of training and supervision

Related computer programs, systems, databases, and applications

Budget preparation and administration

Business writing and communication techniques

Community resources and services available to students

Basic principles and practices of fiscal, statistical and administration research, and report preparation
Skills & Abilities:

Interpret and apply state rules and regulations pertaining to the EOPS suite programs
Ensure federal, state, and District regulations, policies, and procedures are followed and maintained
Prepare and deliver presentations pertaining to EOPS suite programs

Determine EOPS suite program eligibility

Supervise, mentor and evaluate assigned staff and student assistants

Prepare and administer budgets

Communicate effectively, both orally and in writing

Work cooperatively with other departments, offices, and outside agencies

Analyze situations accurately and adopt an effective course of action

Operate a computer using computer applications, programs and standard office equipment
Meet schedule and project timelines

Work independently with minimal direction

Relate effectively to people of varied academic, cultural and sccio-economic background using tact, diplomacy and
courtesy

Understand internal and external customer immediate and long term needs to provide viable solutions and
recommendations

Utilize organizational funds, material resources and staffing levels wisely and strategically
Maintain an open and approachable manner and easily build rapport with others

Create a positive work environment and ensure that clear, challenging and attainable goals are set for assigned groups
and aligned with organizational objectives
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Model professional integrity and ethics and deal quickly with breaches and misconduct 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 Requirement:
Bachelor's degree or equivalent.

Experience Requirement:
Three years of progressively responsible experience within a college student services program, working predominantly
with disadvantaged or underrepresented populations. Experience in a lead or supervisory capacity is preferred.

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.

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 occasionally required to stand and walk. The employee is regularly
required 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: Student Services (Non-Classroom)
FLSA Status: Exempt

Personnel Commission Approval Date: 09/16/2015

Class History: EOPS/CARE Supervisor
Revision Date(s): 8/20/25
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AGENCY JOBTITLE MIN | MAX | MEDIAN SGQW'UDE'“ REVENUE

ACTUAL

FeothitDe-Anza MeteranrsResourceSpecialist | $5937 | $7951 | $6:944 | 314434 | $334M
MeteransResource Center

Mit-Sanntonio VeteransService Specialist | $5.414 | $6.910 | $6462 | 38269 | $336M
6% __ : —

Santa Clarita StuaentSepvicesFeenmieat | oo 109 | $7.081 | 6140 | 20778 | si7om
=orege Veterans Resource Cenien)

State CenterCCD OgFarSpeciatst—Veterans | oo 1o | ¢ogon | $6.068 | 49125 | Sacom
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| Veterans Resource Specialist

|CONCEPT OF THE CLASS

Under general supervision, positions in this classification support the District’s Veterans Ressurce-Success Center by
performing a variety of semplextechnical and specialized clerieal duties relating to the preparation and implementation of
student Veteran programs.

|DISTINGUISHING CHARACTERISTICS

| The Veterans Resource Specialist performs cemplex-technical and specialized duties in support of the District's
Veterans Resources Center. Incumbents are expected to apply specialized knowledge of VA requirements and
processing of VA educational benefits. Incumbents may serve as the School Certifying Cfficial in the absence of the
Senior Veterans Resources Specialist.

The Senior Veterans Resource Specialist assists with andparticioatesir the day-to-day activities of the Veterans
Reseurse-Success Center and serves as a technical resource for students, faculty and staff. This classification is
designated as the School Certifying Official and independently performs complex technical duties related to VA benefits
eligibility, payments, reporting, audits, and outreach.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. |n large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

ESSENTIAL DUTIES

Provides specialized information to students regarding their educational rights as Veterans, enrollment procedures to
obtain veteran and dependent benefits, available resources and additional student support programs.

Attends and participates in workshops and other training sessions to maintain current knowledge of changes in Federal
and State legislation affecting Veterans Affairs Programs.

Ensures compliance with regulations, procedures, and requirements as mandated in current federal legislation and state
statutes governing Veterans.

Performs a variety of intake services to gather additional information from students and parents, and makes referrals, as
necessary, to academic counselors, therapists, instructors, and community agencies.

Prepares, compiles and maintains statistical reports, documents and records in compliance with Federal, State and
District requirements; assures data accuracy for audits and program grant proposals; may respond to inquiries from VA
audits,

Performs a variety of complex clerical duties related to the input, maintenance and control of individual records to ensure
the accuracy of student history files.

Creates, maintains, monitors, and updates confidential student records, student data bank, and historical program
database.

Monitors and reviews enroliments status for students receiving VA benefits to ensure compliance, reports academic
progress and changes electronically to VA, reviews educational plans, and makes appropriate payment disbursement and
adjustments to ensure timely and accurate administration of VA benefits and payments; researches and resolves
discrepancies and issues with student records, payments, eligibility and other related matters.

May serve as the School Certifying Cfficial (SCO) with the Department of Veterans Affairs in the absence of the Senior
Veterans Resource Specialist, and-nsures-ensuring compliance with all applicable guidelines; processes and certifies
student applications and other paperwork for VA educational benefits.

May assist in the administration of the VA Student Work-Study Allowance program, provides students with application,
submits completed applications to the VA reviews, files and implements Student Work-Study Agreement, verifies and
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reports timesheets; and ensures timely issuance of payments.

May serve as a contact liaison with other colleges, governmental agencies, and firms regarding Veterans Programs.
May maintain and update department website.

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 superwsmn the employee +s—reoe|vesd assignments from assmned admlnlstrator or manager andthe
} E is expected to carry

thempe#e;mw@duﬂes through to complet|on Wlth substantlal |ndependenoe

Supervision Exercised
Position in this classification do not supervise others, but may provide specialized knowledge and guidance to student
services staff, temporary employees and student workers.

|KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

VA regulations and policies related to educational benefits and benefits for veterans and their dependents
Federal, State and local programs that provide financial assistance and resources to veterans

District policies, procedures and objectives of the Veterans programs

Federal and State regulations, requirements and procedural guidelines pertaining to student programs as it relates to
Veterans Programs

California Education Code, Family Educational Rights and Privacy Act
Administrative practices and procedures, including record keeping and filing
Customer service techniques

Modern office methods, practices and equipment

Basic mathematics

Related computer programs_systems, databases, and applloatlons |nclud|ng VA and student |nformat|on systems—we;é

Skills & Abilities:

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

Interpret, apply, explain and reach sound decisions in accordance with applicable laws and regulations, and District
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

Stay abreast-of Updated on technology changes and adapt to new technologies

Role model exceptional internal and external customer service

Work with various veteran populations

Pay attention to detail and make accurate calculations and assessments

Compile and analyze data, and resolve discrepancies

Follow complex written and oral instructions

Work independently with minimal supervision

Collaborate with other student services areas

Work in a fast-paced and busy environment with multiple interruptions and competing assignments and deadlines
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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 Requirement:
Associate’s degree Fwo-(2)}-years-of collegelevel-coursework or equivalent.

Experience Requirement:
Two {2)-years of experience performing specialized administrative or program support duties in a student services area
including experience with Veterans educational benefits. Experience in the military or working with Veterans 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.

|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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment varies greatly.

[cLAss DETALL

Job Family: Student Services (Non-Classroom)

FLSA Status: Non-exempt

Personnel Commission Approval Date: 10/20110

Class History: Student Services Specialist — Veteran's Programs
Revision Date(s): 12/12118,_8/20/25
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Santa Monica Community College District
Personnel Commission

Veterans Resource Specialist

[CONCEPT OF THE CLASS |

Under general supervision, positions in this classification support the District’s Veterans Success Center by performing a
variety of technical and specialized duties relating to the preparation and implementation of student Veteran programs.

|DISTINGUISHING CHARACTERISTICS |

The Veterans Resource Specialist performs technical and specialized duties in support of the District’s Veterans
Resources Center. Incumbents are expected to apply specialized knowledge of VA requirements and processing of VA
educatiocnal benefits. Incumbents may serve as the School Certifying Cfficial in the absence of the Senior Veterans
Resources Specialist.

The Senior Veterans Resource Specialist assists with the day-to-day activities of the Veterans Success Center and
serves as a technical resource for students, faculty and staff. This classification is designated as the School Certifying
Cfficial and independently performs complex technical duties related to VA benefits eligibility, payments, reporting, audits,
and outreach.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. In large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

ESSENTIAL DUTIES

Provides specialized information to students regarding their educational rights as Veterans, enrollment procedures to
obtain veteran and dependent benefits, available resources and additional student support programs.

Attends and participates in workshops and other training sessions to maintain current knowledge of changes in Federal
and State legislation affecting Veterans Affairs Programs.

Ensures compliance with regulations, procedures, and requirements as mandated in current federal legislation and state
statutes governing Veterans.

Performs a variety of intake services to gather additional information from students and parents, and makes referrals, as
necessary, to academic counselors, therapists, instructors, and community agencies.

Prepares, compiles and maintains statistical reports, documents and records in compliance with Federal, State and
District requirements; assures data accuracy for audits and program grant proposals; may respond to inquiries from VA
audits,

Performs a variety of complex clerical duties related to the input, maintenance and control of individual records to ensure
the accuracy of student history files.

Creates, maintains, monitors, and updates confidential student records, student data bank, and historical program
database.

Monitors and reviews enroliments status for students receiving VA benefits to ensure compliance, reports academic
progress and changes electronically to VA, reviews educational plans, and makes appropriate payment disbursement and
adjustments to ensure timely and accurate administration of VA benefits and payments; researches and resolves
discrepancies and issues with student records, payments, eligibility and other related matters.

May serve as the School Certifying Cfficial (SCO) with the Department of Veterans Affairs in the absence of the Senior
Veterans Resource Specialist, ensuring compliance with all applicable guidelines, processes and certifies student
applications and other paperwork for VA educational benefits.

May assist in the administration of the VA Student Work-Study Allowance program, provides students with application,
submits completed applications to the VA reviews, files and implements Student Work-Study Agreement, verifies and
reports timesheets; and ensures timely issuance of payments.

May serve as a contact liaison with other colleges, governmental agencies, and firms regarding Veterans Programs.
May maintain and update department website.
Performs other related duties as requested or assigned.
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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 supervision, the employee receives assignments from assigned administrator or manager and is expected
to carry them through to completion with substantial independence.

Supervision Exercised
Position in this classification do not supervise others but may provide specialized knowledge and guidance to student
services staff, temporary employees and student workers.

|KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

VA regulations and policies related to educational benefits and benefits for veterans and their dependents
Federal, State and local programs that provide financial assistance and resources to veterans

District policies, precedures and objectives of the Veterans programs

Federal and State regulations, requirements and procedural guidelines pertaining to student programs as it relates to
Veterans Programs

California Education Code, Family Educational Rights and Privacy Act

Administrative practices and procedures, including record keeping and filing

Customer service techniques

Modern office methods, practices and equipment

Basic mathematics

Related computer programs, systems, databases, and applications including VA and student information systems
Skills & Abilities:

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

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

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

Crganize 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

Work with various veteran populations

Pay attention to detail and make accurate calculations and assessments

Compile and analyze data, and resolve discrepancies

Follow complex written and oral instructions

Work independently with minimal supervision

Collaborate with other student services areas

Work in a fast-paced and busy environment with multiple interruptions and competing assignments and deadlines
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 Requirement:
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Associate's degree or equivalent.

Experience Requirement:
Two years of experience performing specialized administrative or program support duties in a student services area
including experience with Veterans educational benefits. Experience in the military or working with Veterans 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.

|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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment varies greatly.

[cLass DETAILL

Job Family: Student Services (Non-Classroom)

FLSA Status: Non-exempt

Personnel Commission Approval Date: 10/20110

Class History: Student Services Specialist — Veteran's Programs
Revision Date(s): 12112118, 8/20/25
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Agenda Report Number 10

Subject Classification Description Revisions:
Student Judicial Affairs Specialist
Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions for Student Judicial Affairs Specialist.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase ), which includes the Student Judicial
Affairs Specialist. Cyclical review of the Student Services job discipline (Phase Il) began in July
2025. The Office of Student Judicial Affairs is responsible for due process in having problems
solved, working out agreements, refuting false allegations, and resolving disputes fairly. The
Student Judicial Affairs Specialist performs complex and specialized duties in support of the
student judicial affairs process and serves as the Hearing Officer for academic integrity.

The Student Judicial Affairs Specialist classification was established in August 2020. This
classification has not been revised since its establishment. There is currently one permanent
incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbent in this job
discipline was requested to complete Position Description Questionnaires (PDQs) by April 15,
2025.

Personnel Commission staff consulted with Lina Ladyzhenskaya, Director of Student Judicial
Affairs, to discuss the classification description. In addition, the supervisor was requested to
complete a duty analysis worksheet by rating the frequency and criticality of each duty in the
current class description. Description revisions are being proposed to clarify distinguishing
characteristics and KSAs (knowledge, skills, and abilities).

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the
comparison of positions with the level of duties and responsibilities most similar to the subject
position.
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Based on data gathered, description revisions are proposed to distinguishing characteristics and

KSAs (knowledge, skills, and abilities).

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry

trends and determine proposed salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be

matched). Comparable agencies differed in organizational structure, assigned adjudicating and

student conduct responsibilities to coordinators, management, or committees. As a result, salary
review is based on internal comparison of similar non-lead roles within the Student Services Job
discipline requiring similar level of work complexity, knowledge required and degree of decision
making. No internal alignment issues exist and there is an adequate salary difference within the

Student Services Job series. As such, it is recommended that the salary placement for this role
remain at Range 34 on the Classified Employee Salary Schedule.

Please see salary data for jobs in the Student Services job discipline.

JOB TITLE

RANGE

MIN

MAX

% DIFF BETWEEN

LEVELS
Financial Aid Systems Specialist* 43 $7,324 | $9,116 13.04%
Student Communications Coordinator* 38 $6,479 | $7,875 5.01%
Senior Academic Records Evaluator* 36 $6,170 | $7,500 0.00%
Senior S’.tudent Services Specialist- 36 $6.170 | $7,500 0.00%
International*
Senior Veterans Resource Specialist 36 $6,170 | $7,500 0.00%
Senior EOPS Specialist”? 36 56,170 | S7,500 2.39%
Sen|QrF|nanC|aIA|d & Scholarship 35 $6,026 | 47,324 5 55%
Specialist*
DSPS Specialist** 34 S5,876 | $7,143 0.00%
International Student Services Specialist* 34 S5,876 | $7,143 0.00%
Outreach and Recruitment Specialist* 34 S5,876 | $7,143 0.00%
Student Judicial Affairs Specialist 34 $5,876 | $7,143 0.00%
Transfer & Articulation Specialist? 34 $5,876 | S7,143 0.00%
Veterans Resource Specialist? 34 $5,876 | S7,143 0.00%
EOPS Specialist” 34 $5,876 | S7,143 0.00%
Student Services Specialist” 34 $5,876 | S7,143 2.39%
Academic Records Evaluator* 33 S5,739 | $6,975 0.00%
Financial Aid & Scholarships Specialist* 33 S5,739 | $6,975 2.56%
Senior Enrollment Services Specialist* 32 S5,596 | $6,803 4.99%
Enrollment Services Specialist* 30 S5,330 | $6,479 0.00%
Student Onboarding Specialist* 30 S5,330 | $6,479 7.50%
Student Services Assistant** 27 S4,958 | $6,026 10.25%
Disabled Student Services Assistant** 23 S4,497 | S5,466 0.00%
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Student Services Clerk** 23 S4,497 | S5,466 0.00%
Cosmetology Assistant (Proposed)*** 23 54,497 | 55,466 5.00%
Cosmetology Assistant (Current)*** 21 $4,283 | S5,206

*Student Services (Phase Il)

**Recently Reviewed

***Proposed in Subsequent Agenda ltem
APrevious Agenda ltem

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 Student Judicial Affairs Specialist.

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

| Student Judicial Affairs Specialist

| CONCEPT OF THE CLASS

Under general supervision, the position in this classification performs complex and specialized duties in support of the
student judicial affairs process, including triage services, investigations, reports and training. The incumbent in this
classification also serves as the Hearing Officer for academic integrity.

DISTINGUISHING CHARACTERISTICS |

The Student Judicial Affairs Specialist independently performs highly technical duties requiring specialized knowledge
in support of the District's student judicial affairs administration and the systems, regulations and procedures that guide
academic integrity and judicial affairs with a high degree of discernment.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. |n large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their
respective student services area.

ESSENTIAL DUTIES

Serves as the primary contact with students, faculty, staff and the public related to matters of student conduct and
integrity, and provides guidance and refers cases to support services when appropriate.

Serves as a liaison with students, faculty, staff, reporting agencies, and the public to coordinate various elements of the
student conduct system; develops working relationships and collaborates on student judicial affairs matters; ensures
compliance with applicable rules, laws, policies, and guidelines.

Assists the director or designee in the preparation of correspondence related to judicial matters, including summons and
outcome letters, preparation of appeals and readmission documentation.

Analyzes, reviews and maintains student conduct databases and applicable information systems; inputs student data,
tracks sanctions, compiles statistical data, reports data required by law to internal and external stakeholders, and refers
cases to support services when appropriate.

Investigates, analyzes and reports on student affairs cases, prepares notices, recommends sanctions, and follows case
progress through completion; serves as the Hearing Officer for academic integrity cases.

Coordinates and presents trainings to students, faculty and staff related to student judicial affairs, student conduct and
academic integrity, administration, processes, and systems.

Crganizes, schedules and facilitates meetings and student hearings, and makes appropriate accommodations.

Participates in committees, coordinates the development and revision of policies and protocols and makes
recommendations related to student affairs.

Maintains and updates department website and related materials.
May participate in the selection and training of student workers and prepare timesheets.
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
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Level of Supervision Received
Under general supervision from the Director of Student Judicial Affairs or assigned administrator, this classification is
expected to perform job duties through to completion with substantial independence.

Level of Supervision Exercised
This position serves as a specialist in the assigned area providing specialized knowledge and guidance to staff, faculty
and student workers. Positions in this classification do not supervise others.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
District policy, departmental resources and administrative practices and procedures

Federal, state and local laws, regulations, codes, requirements, and procedural guidelines pertaining to judicial affairs and
student disciplinary process

Mission, objectives, goals and service delivery requirements for student judicial affairs

Recordkeeping and filing techniques

Business writing, networking and communication techniques

Data collection, research methods, techniques, and procedures

Due process rights and responsibilities of students

Related computer programs, systems, databases, and applications

Case management procedures and practices

Skills & Abilities:

Coordinate various administrative program elements related to student judicial affairs and academic misconduct

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

Investigate, research, analyze cases, make recommendations, and accurately adopt an effective course of action
Manage and de-escalate sensitive, challenging and emotional situations

Prepare clear, concise and comprehensive reports and correspondence

Organize, set priorities and exercise sound independent judgment within areas of assigned responsibility

Create, plan, schedule and deliver workshops on assigned area

Train and provide work direction to others

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

Stay ebreastof- Updated on industry trends and technology changes and adapt to new technologies and work methods
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 Requirement:

Associate’s dedree or equivalent Fwe-{2}-yeare-of-collegetevel-coursewsds preferably in human services, social science

or psychology. A bachelor's degree is desirable.

Experience Requirement:
Three £23-years of experience performing specialized duties in student affairs, investigations or case management related
to complex student issues and challenges. Experience in higher education preferred.

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

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment varies greatly, and is occasionally in contact with individuals experiencing
distress.

[ cLASS DETAIL |

Job Family: Student Services — Non-Classroom
FLSA Status: Non-exempt
Personnel Commission Approval Date: 8/19/20
Class History:
| Revision Date(s): 8/20/25
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Santa Monica Community College District
Personnel Commission

Student Judicial Affairs Specialist

| CONCEPT OF THE CLASS

Under general supervision, the position in this classification performs complex and specialized duties in support of the
student judicial affairs process, including triage services, investigations, reports and training. The incumbent in this
classification also serves as the Hearing Officer for academic integrity.

| DISTINGUISHING CHARACTERISTICS

The Student Judicial Affairs Specialist independently performs highly technical duties requiring specialized knowledge
in support of the District's student judicial affairs administration and the systems, regulations and procedures that guide
academic integrity and judicial affairs with a high degree of discernment.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. In large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their

respective student services area.

| ESSENTIAL DUTIES

Serves as the primary contact with students, faculty, staff and the public related to matters of student conduct and integrity
and provides guidance and refers cases to support services when appropriate.

Serves as a liaison with students, faculty, staff, reporting agencies, and the public to coordinate various elements of the
student conduct system; develops working relationships and collaborates on student judicial affairs matters; ensures
compliance with applicable rules, laws, policies, and guidelines.

Assists the director or designee in the preparation of correspondence related to judicial matters, including summons and
outcome letters, preparation of appeals and readmission documentation.

Analyzes, reviews and maintains student conduct databases and applicable information systems; inputs student data,
tracks sanctions, compiles statistical data, reports data required by law to internal and external stakeholders, and refers
cases to support services when appropriate.

Investigates, analyzes and reports on student affairs cases, prepares notices, recommends sanctions, and follows case
progress through completion; serves as the Hearing Officer for academic integrity cases.

Coordinates and presents trainings to students, faculty and staff related to student judicial affairs, student conduct and

academic integrity, administration,

processes, and systems.

Organizes, schedules and facilitates meetings and student hearings, and makes appropriate accommodations.

Participates in committees, coordinates the development and revision of policies and protocols and makes
recommendations related to student affairs.

Maintains and updates department website and related materials.

May participate in the selection and training of student workers and prepare timesheets.

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

Under general supervision from the Director of Student Judicial Affairs or assigned administrator, this classification is
expected to perform job duties through to completion with substantial independence.

Level of Supervision Exercised
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This position serves as a specialist in the assigned area providing specialized knowledge and guidance to staff, faculty
and student workers. Positions in this classification do not supervise others.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
District policy, departmental resources and administrative practices and procedures

Federal, state and local laws, regulations, codes, requirements, and procedural guidelines pertaining to judicial affairs and
student disciplinary process

Mission, objectives, goals and service delivery requirements for student judicial affairs

Recordkeeping and filing techniques

Business writing, networking and communication techniques

Data collection, research methods, techniques, and procedures

Due process rights and responsibilities of students

Related computer programs, systems, databases, and applications

Case management procedures and practices

Skills & Abilities:

Coordinate various administrative program elements related to student judicial affairs and academic misconduct

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

Investigate, research, analyze cases, make recommendations, and accurately adopt an effective course of action
Manage and de-escalate sensitive, challenging and emotional situations

Prepare clear, concise and comprehensive reports and correspondence

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

Create, plan, schedule and deliver workshops on assigned area

Train and provide work direction to others

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

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

Communicate effectively, both orally and in writing

Stay updated on industry trends and technology changes and adapt to new technologies and work methods
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 Requirement:
Associate's degree or equivalent, preferably in human services, social science or psychology. A bachelor's degree is
desirable.

Experience Requirement:
Three years of experience performing specialized duties in student affairs, investigations or case management related to
complex student issues and challenges. Experience in higher education preferred.

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:
None.

WORKING 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.

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 occasionally required to stand and walk. While performing the duties of
this job, the noise level in the work environment varies greatly, and is occasionally in contact with individuals experiencing
distress.

[ CLASS DETAIL |

Job Family: Student Services — Non-Classroom
FLSA Status: Non-exempt

Personnel Commission Approval Date: 8/19/20

Class History:

Revision Date(s): 8/20/25
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Santa Monica Community College District
Personnel Commission

| Transfer and Articulation Specialist

| CONCEPT OF THE CLASS

Under general supervision, the position in this classification supports the District's transfer and articulation programs by
organizing and coordinating a variety of activities, such as university transfer visits, college fairs, and student transfer
workshops, and preparing and maintaining a variety of documents related to the College’s transfer and articulation activities.

| DISTINGUISHING CHARACTERISTICS |

The Transfer and Articulation Specialist is

performs speolallzed Work egumng SRt speolallzed knowledge reqeured—ln transfer plannlng arrd amoulatlorr Ihrs.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. In large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their

respective student services area.

[ ESSENTIAL DUTIES |

Plans, organizes, coordinates, publicizes, and resolves logistical problems associated with Transfer Center services and
activities such as application assistance, college visits, transfer workshops, guaranteed admissions programs, appeal
workshops, college fairs, classroom presentations, etc., and other specialized student workshops.

Participates in developing and maintaining historical database of new certificates, degrees, programs and major
descriptions using data entry formats for the District’'s degree audit or other related databases; troubleshoots, identifies,
and collects any inaccurate data and consults and notifies management information services and relevant others of
problems.

Coordinates transfer visits, workshops and special group meetings for four-year college/university representatives
throughout the year.

Gathers and applies transfer and articulation data (e.g., C-ID, ADT) from state databases to prepare and maintain office
articulation agreements, California State University General Education listings, Intersegmental General Education Transfer
Curriculum listings, and courses of study which outline information such as Associate degree and certificate program
requirements; coordinates with the Articulation Officer in the preparation and distribution of the college catalog.

Develops and maintains website specific to assigned department(s); updates area information including content and format
to ensure accuracy and usefulness.

Performs general administrative support duties; types correspondences, memos, and other material.
Prepares statistical reports on transfer success both for District purposes and external purposes.

| Serves as a key point of contact with transfer institutions. Aanswers inguiries and provides information to students, faculty,
staff, and the public relating to Articulation and Transfer events and specialized computer software (e.g., ASSIST and related
components of the District’'s student information system); interprets and provides information regarding transfer
requirements and articulation agreements, in the absence of the Transfer Center Director or Articulation Officer, within
established guidelines.

Designs Transfer Center publications including layout and creation of original illustrations for brochures, flyers, and other
sponsored publications utilizing appropriate software.

Edits content for the College’s course catalog; coordinates with appropriate District members to verify proper descriptions
and degree requirements.

Makes recommendations to the Transfer Center Director regarding the type, number, and scheduling of proposed
workshops and events based on workshop participation and logistical considerations.
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Stays abreastof updated on or new student services rules, regulations, and policies relating to Articulation and Transfer
and communicates changes to others.

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 supervision-
employee receives assignments from assmned admlnlstrator or manaqer and is expeoted to carry them through to
completion with substantial independence. Lead direction is received from the Transfer Center Faculty Lead and the
Articulation Officer.

Supervision Exercised:
Positions in this classification do not supervise others, but may provide specialized knowledge and guidance to others,
which can include student workers, coworkers, and other District staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Curriculum, articulation and matriculation rules, regulations, policies, and procedures to insure compliance with state,
federal, and local laws

Federal, state, and local laws, rules, and regulations applicable to assigned area

Qe;senatRelated computergrograms systems databases, and appllcatlons—based—seﬁwa@-pmgmﬂs#}atsuppen—tmskvei

Guidelines and procedures used in the curriculum articulation process for two and four year colleges, as well as general
education, major programs and graduation requirements

Principles, practices and techniques in public relations and outreach
Customer service practices

Basic website usability concepts and accessibility standards

Skills & Abilities:

Independently organize, plan, and implement a variety of tasks simultaneously, coordinate logistics, and resolve logistical
issues for events of varying scope and complexity

Interpret, communicate, and apply laws, regulations, and District policies and procedures particularly as they relate to
articulation and transfer services

Provide training and guidance to others on the specialized software specific to articulation and transfer program
operations.

Analyze, compare and disseminate college course content from multiple colleges

Accurately work with, and recognize discrepancies or errors in, detailed information

Recommend improvements for business processes and supporting systems

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

Stay ebreastefupdated on technology changes and adapt to new technologies

Communicate effectively, both orally and in writing

Role model exceptional internal and external customer service

Complete work with multiple interruptions and distractions

Organiza and Mmaintain specialized files and confidentiality-fites

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

109



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

| MINIMUM QUALIFICATIONS

Education Requirement:

| Associate’s degree or equivalent Sfrerr-an-accredited-uriversit-orcotege-

Experience Requirement:

|  Three Feur{4yyears of experience in a higher education setting performing pregressively-specialized and complex student
services work supporting student counseling or transfer activities that require knowledge of federal and state regulations.
Experience must include planning and coordinating large scale student events.

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.

| 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.

Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand, walk, reach, bend, use hands to
keyboard, type, or handle materials, and talk andfor hear. The employee is occasionally required to stand and walk.
While performing the duties of this job, the noise level in the work environment is usually quiet.

[ CLASS DETAIL

Job Family: Student Services — Non-Classroom
FLSA Status: Non-exempt
Personnel Commission Approval Date: 11/16/06
Articulation & Transfer Specialist,
Class History: Student Services Specialist-Articulation & Transfer,
Transfer and Articulation Specialist
| Revision Date(s): 11/16/06, 8/31/18_8/20/25
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Santa Monica Community College District
Personnel Commission

Transfer and Articulation Specialist

CONCEPT OF THE CLASS

Under general supervision, the position in this classification supports the District's transfer and articulation programs by
organizing and coordinating a variety of activities, such as university transfer visits, college fairs, and student transfer
workshops, and preparing and maintaining a variety of documents related to the College’s transfer and articulation activities.

| DISTINGUISHING CHARACTERISTICS

The Transfer and Articulation Specialist performs specialized work requiring specialized knowledge in transfer planning

and articulation.

A Student Services Assistant performs moderately difficult clerical and technical duties in support of an assigned
student services area. In large offices, incumbents may be responsible for the completion of a functional phase of clerical
or technical work in the assigned student services area.

A Student Services Clerk performs a variety of general and routine clerical duties for student services departments and
programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their

respective student services area.

| ESSENTIAL DUTIES

Plans, organizes, coordinates, publicizes, and resolves logistical problems associated with Transfer Center services and
activities such as application assistance, college visits, transfer workshops, guaranteed admissions programs, appeal
workshops, college fairs, classroom presentations, etc., and other specialized student workshops.

Participates in developing and maintaining historical database of new certificates, degrees, programs and major
descriptions using data entry formats for the District’'s degree audit or other related databases; troubleshoots, identifies,
and collects any inaccurate data and consults and notifies management information services and relevant others of

problems.

Coordinates transfer visits, workshops and special group meetings for four-year college/university representatives

throughout the year.

Gathers and applies transfer and articulation data (e.g., C-ID, ADT) from state databases to prepare and maintain office
articulation agreements, California State University General Education listings, Intersegmental General Education Transfer
Curriculum listings, and courses of study which outline information such as Associate degree and certificate program
requirements; coordinates with the Articulation Officer in the preparation and distribution of the college catalog.

Develops and maintains website specific to assigned department(s); updates area information including content and format
to ensure accuracy and usefulness.

Performs general administrative support duties; types correspondences, memos, and other material.

Prepares statistical reports on transfer success both for District purposes and external purposes.

Serves as a key point of contact with transfer institutions, answers inquiries and provides information to students, faculty,
staff, and the public relating to Articulation and Transfer events and specialized computer software (e.g., ASSIST and related
components of the District's student information system); interprets and provides information regarding transfer
requirements and articulation agreements, in the absence of the Transfer Center Director or Articulation Officer, within

established guidelines.

Designs Transfer Center publications including layout and creation of original illustrations for brochures, flyers, and other
sponsored publications utilizing appropriate software.

Edits content for the College’s course catalog; coordinates with appropriate District members to verify proper descriptions

and degree requirements.

Makes recommendations to the Transfer Center Director regarding the type, number, and scheduling of proposed
workshops and events based on workshop participation and logistical considerations.

Stays updated on or new student services rules, regulations, and policies relating to Articulation and Transfer and

communicates changes to others.
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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 |

Supervision Received:

Under general supervision, the employee receives assignments from assighed administrator or manager and is expected
to carry them through to completion with substantial independence. Lead direction is received from the Transfer Center
Faculty Lead and the Articulation Officer.

Supervision Exercised:
Positions in this classification do not supervise others, but may provide specialized knowledge and guidance to others,
which can include student workers, coworkers, and other District staff.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:

Curriculum, articulation and matriculation rules, regulations, policies, and procedures to insure compliance with state,
federal, and local laws

Federal, state, and local laws, rules, and regulations applicable to assigned areas
Related computer programs, systems, databases, and applications

Guidelines and procedures used in the curriculum articulation process for two and four-year colleges, as well as general
education, major programs and graduation requirements

Principles, practices and techniques in public relations and outreach
Customer service practices

Basic website usability concepts and accessibility standards

Skills & Abilities:

Independently organize, plan, and implement a variety of tasks simultaneously, coordinate logistics, and resolve logistical
issues for events of varying scope and complexity

Interpret, communicate, and apply laws, regulations, and District policies and procedures particularly as they relate to
articulation and transfer services

Provide training and guidance to others on specialized software specific to articulation and transfer program operations.
Analyze, compare and disseminate college course content from multiple colleges

Accurately work with, and recognize discrepancies or errors in, detailed information

Recommend improvements for business processes and supporting systems

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

Stay updated on technology changes and adapt to new technologies

Communicate effectively, both orally and in writing

Role model exceptional internal and external customer service

Complete work with multiple interruptions and distractions

Organize and maintain specialized files and confidentiality

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 Requirement:
Associate’s degree or equivalent.

Experience Requirement:
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Three years of experience in a higher education setting performing specialized and complex student services work
supporting student counseling or transfer activities that require knowledge of federal and state regulations. Experience must
include planning and coordinating large scale student events.

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.

Licensture 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.

Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, stand, walk, reach, bend, use hands to
keyboard, type, or handle materials, and talk andfor hear. The employee is occasionally required to stand and walk.
While performing the duties of this job, the noise level in the work environment is usually quiet.

| CLASS DETAIL

Job Family: Student Services — Non-Classroom

FLSA Status: Non-exempt

Personnel Commission Approval Date: 11/16/06
Articulation & Transfer Specialist,

Class History: Student Services Specialist-Articulation & Transfer,
Transfer and Articulation Specialist

Revision Date(s): 11/16/086, 8/31/18, 8/20/25
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Agenda Report Number 12

Subject Classification Description Revisions and Salary Reallocation:
Cosmetology Assistant

Cyclical Review

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By Olga Gorman Vasquez, Personnel Analyst
BACKGROUND

Attached for your approval are the classification revisions and salary reallocation for
Cosmetology Assistant.

As part of the cyclical review process, we are reviewing Specialist and Senior Specialist
classifications in the Student Services job discipline (Phase ), which includes the Cosmetology
Assistant. Cyclical review of the Student Services job discipline (Phase Il) began in July 2025. The
Cosmetology Department is responsible for offering the education students need to succeed in
the cosmetology, skin care, and nail care industries. The Cosmetology Assistant performs a full
range of general clerical, receptionist, cashiering and stockroom duties for the Cosmetology
Department.

The Cosmetology Assistant classification was established in August 1981. This classification has
been revised two times since its establishment. The most recent revision was approved in June
2018 to broaden duties and clarify class concept, responsibilities, requirements, distinguishing
characteristics, and KSAs (knowledge, skills, and abilities). There is currently one permanent
incumbent in this classification.

METHODOLOGY

This study was scheduled in the cyclical review calendar for 2024-2025. The incumbents in the
Student Services (Phase |) classifications and CSEA were invited to participate in a study
orientation on March 31, 2025, to discuss the purpose of the study, methodology, timelines,
possible outcomes and implications, and frequently asked questions. The incumbents in this job
discipline were requested to complete Position Description Questionnaires (PDQs) by April 15,
2025.

Personnel Commission staff consulted with Maral Hyeler, Director of Academic Affairs, and
Samantha Manuel, Cosmetology Department Chair, to discuss the classification description. In
addition, the supervisor was requested to complete a duty analysis worksheet by rating the
frequency and criticality of each duty in the current class description. Description revisions are
proposed to clarify distinguishing characteristics and KSAs (knowledge, skills, and abilities).

A job evaluation and an external salary study of public agencies with positions that have
comparable duties and responsibilities was conducted. Salary data was gathered based on the

114



Santa Monica College
Personnel Commission

Regular Meeting Minutes

Wednesday, August 20, 2025

comparison of positions with the level of duties and responsibilities most similar to the subject

position.

RESULTS

Based on data gathered, description revisions are proposed to distinguishing characteristics and

KSAs (knowledge, skills, and abilities).

A comprehensive salary survey of 15 comparable agencies was conducted to examine industry
trends and determine proposed salary ranking. Sufficient market data was not available to utilize
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be
matched). Comparable agencies differed in organizational structure, where roles were narrowly
defined or were too broad to include student services activities. Salary review is based on
internal comparison of similar roles such as the Student Services Clerk requiring a similar level of

work and knowledge required within the Student Services Job discipline.

SALARY ALLOCATION

It is recommended that salary for the Cosmetology Assistant be reallocated from Range 21 to
Range 23 on the Classified Employee Salary Schedule, a 5.00% increase.
Please see salary data for jobs in the Student Services job discipline.

JOB TITLE

RANGE

MIN

MAX

% DIFF BETWEEN

LEVELS
Financial Aid Systems Specialist* 43 $7,324 | $9,116 13.04%
Student Communications Coordinator* 38 $6,479 | $7,875 5.01%
Senior Academic Records Evaluator* 36 $6,170 | $7,500 0.00%
Senior S’.tudent Services Specialist- 36 $6.170 | $7,500 0.00%
International*
Senior Veterans Resource Specialist 36 $6,170 | $7,500 0.00%
Senior EOPS Specialist”? 36 56,170 | S7,500 2.39%
Semqrfmanualmd & Scholarship 35 $6.026 | 47,324 5 55%
Specialist*
DSPS Specialist** 34 S5,876 | $7,143 0.00%
International Student Services Specialist* 34 S5,876 | $7,143 0.00%
Outreach and Recruitment Specialist* 34 S5,876 | $7,143 0.00%
Student Judicial Affairs Specialist” 34 S5,876 | 57,143 0.00%
Transfer & Articulation Specialist? 34 $5,876 | S7,143 0.00%
Veterans Resource Specialist? 34 $5,876 | S7,143 0.00%
EOPS Specialist” 34 $5,876 | S7,143 0.00%
Student Services Specialist” 34 $5,876 | S7,143 2.39%
Academic Records Evaluator* 33 S5,739 | $6,975 0.00%
Financial Aid & Scholarships Specialist* 33 S5,739 | $6,975 2.56%
Senior Enrollment Services Specialist* 32 S5,596 | $6,803 4.99%
Enrollment Services Specialist* 30 S5,330 | $6,479 0.00%
Student Onboarding Specialist* 30 S5,330 | $6,479 7.50%
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Student Services Assistant** 27 S4,958 | $6,026 10.25%
Disabled Student Services Assistant** 23 S4,497 | S5,466 0.00%

Student Services Clerk** 23 S4,497 | S5,466 0.00%
Cosmetology Assistant (Proposed)) 23 | 54,497 | 55466 5.00%
Cosmetology Assistant (Current) 21 $4,283 | S5,206

*Student Services (Phase Il)
**Recently Reviewed
APrevious Agenda ltem

Cyclical review results have been sent to the incumbents, CSEA, Department Management,
Business Services, Human Resources, and executive leadership.

RECOMMENDATION
It is recommended that the Commission approve the proposed classification description
revisions and salary reallocation for Cosmetology Assistant.

FROM: Classified Employee Salary Schedule, Range 21

TO: Classified Employee Salary Schedule, Range 23
Disposition by the Commission
Motion Made By Barbara Greenstein
Seconded By Lawrence Leone
Ayes 5
Nays 0
Abstentions 0
Amendments/Comments
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Santa Monica Community College District
Personnel Commission

Cosmetology Assistant

[ CONCEPT OF THE CLASS |

Under general supervision, performs general clerical, reception, cashiering, and stockroom duties pertaining to the
maintenance and operation of the cosmetology laboratory and stockroom.

DISTINGUISHING CHARACTERISTICS |

The Cosmetology Assistant performs the full range of general clerical, receptionist, cashiering, and stockroom duties for
the Cosmetology Department. Incumbent is expected to utilize prior technical training and knowledge of safe storage,
preparation and application of cosmetic solutions and supplies to support department faculty and students.

The Administrative Clerk classification performs the full range of gereralclerical and office support duties. Work is
performed based on established routines, policies, procedures and standing instruction.

The Student Services Clerk classprovideperforms a variety of general and routine clerical duties for student services
departments and programs. Incumbents are generally assigned to the front counter and are the first point of contact for
students in their respective student services area.

ESSENTIAL DUTIES

Receives, greets and directs patrons, students, and the public in a service-oriented environment; schedules appointments
and maintains appointment records; answers telephones and takes messages; inputs data into a computer database;
furnishes information concerning appointments and services offered.

Collects money from patrons for services performed and balances cash against cash register receipts each day; prepares
and makes deposits.

Launders and restocks towels, sheets, gowns and smocks and maintains a clean and orderly salon, laboratory, stock
room, dispensary and reception desk.

Requisitions supplies and equipment; assembles supplies for each new class; maintains continuous up to date stock
inventory and orders new supplies; stocks and maintains supplies and equipment in orderly condition; maintains record of
equipment tags, and supplies for each new class.

Receives, stores and issues supplies and solutions to students and faculty such as tints, lotions, rinses, shampoos,
polishes, dyes, and disinfectants to faculty and students; prepares stock solutions such as permanent wave lotions,
neutralizers, shampoos, rinses, and disinfectants.

Enters data, maintains records and performs routine clerical work to support laboratory operations.

Follows industry sanitation standards for health and safety; responds to audits; keeps up to date Safety Data Sheets for
all products used in the department; provides state required allergy tests.

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:
Positions in this classification receive general supervision from an assigned manager.

Supervision Exercised:
Positions in this classification do not supervise others.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Basic measurements
Basic inventory and storage methods and procedures

Basic filling and financial record keeping procedures
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Customer services techniques

Basic cosmetology procedures, processes and terminology

Cosmetology product lines including tints, rinses, bleaches and disinfectants appropriate for client hair type
Basic bookkeeping

Cashiering practices and procedures

Methods of-handling-and-counting for receiving and handling money received in cash sales

Safe work practices

Skills & Abilities:

Understand and follow industry health and safety standards and related state regulations

Organize and maintain a stockroom

Communicate effectively, both orally and in writing

Prepare lotions, disinfectants, shampoos, and tints according to established procedures and directions
Greet patrons and maintain order in laboratory and waiting areas

Respond to audits in accordance to departmental policies, procedures and guidelines

Role model exceptional internal and external customer service, including the effective management of difficult situations,
behavior and/or complaints from salon clients

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

Operate a cash register and make change

Issue, receive, and maintain cosmetology supplies and materials

Operate and make minor adjustments and repairs to cosmetology equipment

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 pecple of all backgrounds, demographics, and experiences

MINIMUM QUALIFICATIONS |

Education Requirement:
| Graduation from Hhigh €school or GEB equivalent.

Experience Requirement:
| One year of clerical, receptionist, or stockroom experience, including customer service experience with direct public
contact. Experience in a cosmetology environment is desirable.

Licensure and/or Certification:
Cosmetology License preferred.

| 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.

Normal Office Environment.
While performing the duties of this position employees must lift, carry, push and/or pull objects up to 25 pounds, bend and
stoop, and are occasionally exposed to chemical fumes.

[ CLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt
Personnel Commission Approval Date: 08/81
Class History:
| Revision Date(s): 11/06, 6/20/18,_8/20/25
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Santa Monica Community College District
Personnel Commission

Cosmetology Assistant

[ CONCEPT OF THE CLASS |

Under general supervision, performs general clerical, reception, cashiering, and stockroom duties pertaining to the
maintenance and operation of the cosmetology laboratory and stockroom.

DISTINGUISHING CHARACTERISTICS |

The Cosmetology Assistant performs the full range of general clerical, receptionist, cashiering, and stockroom duties for
the Cosmetology Department. Incumbent is expected to utilize prior technical training and knowledge of safe storage,
preparation and application of cosmetic solutions and supplies to support department faculty and students.

The Administrative Clerk classification performs the full range of clerical and office support duties. Work is performed
based on established routines, policies, procedures and standing instruction.

The Student Services Clerk performs a variety of general and routine clerical duties for student services departments
and programs. Incumbents are generally assigned to the front counter and are the first point of contact for students in their
respective student services area.

ESSENTIAL DUTIES

Receives, greets and directs patrons, students, and the public in a service-oriented environment; schedules appointments
and maintains appointment records; answers telephones and takes messages; inputs data into a computer database;
furnishes information concerning appointments and services offered.

Collects money from patrons for services performed and balances cash against cash register receipts each day; prepares
and makes deposits.

Launders and restocks towels, sheets, gowns and smocks and maintains a clean and orderly salon, laboratory, stock
room, dispensary and reception desk.

Requisitions supplies and equipment; assembles supplies for each new class; maintains continuous up to date stock
inventory and orders new supplies; stocks and maintains supplies and equipment in orderly condition; maintains record of
equipment tags, and supplies for each new class.

Receives, stores and issues supplies and solutions to students and faculty such as tints, lotions, rinses, shampoos,
polishes, dyes, and disinfectants to faculty and students; prepares stock solutions such as permanent wave lotions,
neutralizers, shampoos, rinses, and disinfectants.

Enters data, maintains records and performs routine clerical work to support laboratory operations.

Follows industry sanitation standards for health and safety; responds to audits; keeps up to date Safety Data Sheets for
all products used in the department; provides state required allergy tests.

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:
Positions in this classification receive general supervision from an assigned manager.

Supervision Exercised:
Positions in this classification do not supervise others.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:
Basic measurements
Basic inventory and storage methods and procedures

Basic filling and financial record keeping procedures

119



Santa Monica College
Personnel Commission Regular Meeting Minutes Wednesday, August 20, 2025

Customer services techniques

Basic cosmetology procedures, processes and terminology

Cosmetology product lines including tints, rinses, bleaches and disinfectants appropriate for client hair type
Basic bookkeeping

Cashiering practices and procedures

Methods for receiving and handling money in cash sales

Safe work practices

Skills & Abilities:

Understand and follow industry health and safety standards and related state regulations

Organize and maintain a stockroom

Communicate effectively, both orally and in writing

Prepare lotions, disinfectants, shampoos, and tints according to established procedures and directions
Greet patrons and maintain order in laboratory and waiting areas

Respond to audits in accordance to departmental policies, procedures and guidelines

Role model exceptional internal and external customer service, including the effective management of difficult situations,
behavior and/or complaints from salon clients

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

Operate a cash register and make change

Issue, receive, and maintain cosmetology supplies and materials

Operate and make minor adjustments and repairs to cosmetology equipment

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 Requirement:
Graduation from high school or equivalent.

Experience Requirement:
One year of clerical, receptionist, or stockroom experience, including customer service experience with direct public
contact. Experience in a cosmetology environment is desirable.

Licensure and/or Certification:
Cosmetology License preferred.

| 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.

Normal Office Environment.
While performing the duties of this position employees must lift, carry, push and/or pull objects up to 25 pounds, bend and
stoop, and are occasionally exposed to chemical fumes.

[ CLASS DETAIL

Job Family: Student Services (Non-Classroom)
FLSA Status: Non-exempt

Personnel Commission Approval Date: 08/81

Class History:

Revision Date(s): 11/06, 6/20/18, 8/20/25
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Agenda Report Number 13

Subject Establishment of Seniority List

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

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

Theater Arts Operations Assistant

It is recommended that the Personnel Commission certify the seniority list effective August 20,
2025.

13.1.4 SENIORITY LISTS

A. Seniority lists shall be prepared or updated for each class as necessary. When each list is initially
established, it shall be approved by the Personnel Director and certified by the Personnel
Commission before it is used.

B. When a seniority list is initially established or updated, the list shall be made available to the
employee(s) for review during a five (5) working day period before it is approved.

C. During the prescribed review period, an employee who believes that an error has been made
on their seniority computation shall notify the Personnel Director, who shall review the
computations together with any additional information provided by the employee. The Personnel
Director shall determine if a recomputation is appropriate and present an appropriate
recommendation for action by the Personnel Commission.

D. Seniority lists that are maintained will be available for inspection in the Classified Personnel
Department.
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"THEATER ARTS OPERATIONS ASSISTANT" Seniority List

Classification: Theater Arts Operations Assistant

Range: 29

Monthly Base Salary Range as of July 1, 2023: $ 5206 to $ 6327
PC Certification Date: August 20, 2025

Review Period: July 21 to 25, 2025

SENIORITY BASE DATE | ADJUSTED DAYS CURRENT | CURRENT
EMPLOYEE (Date of Hire in and HOURS in DISTRICT HIRE DATE in | MONTHS |HOURS PER| CURRENT CLASSIFICATION I[F NOT
NAME Classification) CLASSIFICATION PERMANENT STATUS | PER YEAR WEEK Theater Arts Operations A
Lefler, Lindsay 1/6/2025 No 1/6/2025 12 40

Retitled from "Theatre Arts Operations Assistant" to "Theater Arts Operations Assistant" at the July 17, 2024, PC Meeting.
Approved at the August 6, 2024, BOT Meeting. Effective Date: August 6, 2024

Compiled and Edited by: Brent Heximer, AA II, PC
Approved by: Carol Long, Director of the Personnel Commission

Updated: July 21,2025
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Agenda Report Number 14

Subject Examination Schedule

Date August 20, 2025

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following examination schedule.

Classification Title Field of Competition Time
Student Services Clerk Merged Promotional & Open 3 Weeks
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Agenda Report Number 15

Subject

Extension of Eligibility Lists

Date

August 20, 2025

To Members of the Personnel Commission

From

Carol Long, Director of the Personnel Commission

The Personnel Commission Office is requesting that the following eligibility list be extended as

listed below:
Original Current Number of Proposed
I o . . Number of o
Classification Expiration | Expiration | Candidates _ Expiration
. Ranks on List
Date Date on List Date
Community College Police Captain | 9/13/2025 | 9/13/2025 2 2 3/13/2026
Disabled Student Services Assistant | 8/21/2025 | 8/21/2025 17 8 2/21/2026
IT User Systems Administrator 2/22/2025 | 8/22/2025 9 6 2/22/2026
Laboratory Technician —
Photography 5/25/2025 | 8/25/2025 11 4 11/25/2025
Program Specialist 9/4/2025 | 9/4/2025 2 3/4/2026
Personnel Specialist 8/25/2025 | 8/25/2025 1 11/25/2025
Personnel Technician 8/25/2025 | 8/25/2025 2/25/2026
Senior Financial Aid and
scholarships Specialist 3/6/2025 | 9/6/2025 3 3 12/6/2025
Sign Language Interpreter llI 9/11/2025 | 9/11/2025 8 4 12/11/2025

The Personnel Commission staff believes there are a sufficient number of available eligibles

remaining to fill any future vacancies anticipated through the proposed expiration date.
Merit Rule 6.2.3 (C) Duration of Eligibility List

An eligibility list may be extended by the Personnel Commission for one or more periods, not to
exceed a total of two years from the time the list was first established. The personnel Director
shall base his/her recommendation for extension of an eligibility list on the following factors:

1. a sufficient number of available eligibles remain to fill expected future vacancies;

2. the composition of the list reflects appropriate representation of ethnic minorities,
3. underrepresented groups, or non-traditional candidates;
4. the field of competition in the occupational area has not changed dramatically.

RECOMMENDATION

It is recommended that the Personnel Commission approve extending the eligibility lists shown

above.
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Agenda Report Number

16

Subject Appointments to Provisional Assignments
Date August 20, 2025
To Members of the Personnel Commission
Erom Carol Long,

Director of the Personnel Commission
By Tatiana Morrison, Personnel Technician

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

Candidate Position Department Duration*

Malick Sow Accompanist-Dance Dance 7/1/2025-6/30/2026
Uohn Carbone Accompanist-Dance Dance 7/1/2025-6/30/2026
Matthew Mallinger Accompanist-Dance Dance 7/1/2025-6/30/2026
Alla Plotkin Accompanist-Dance Dance 7/1/2025-6/30/2026
Gnenemon Soro Accompanist-Dance Dance 7/1/2025-6/30/2026

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year
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Agenda Report Number 17
Subject Ratification of Limited Term Assignments
Date August 20, 2025
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
Personnel Analyst Personnel Commission 7/28/2025-12/18/2025
Student Services Clerk Financial Aid 7/1/2025-6/30/2026
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Agenda Report Number 18
Subject Appointment to Limited Term Assignments
Date August 20, 2025
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

) ) Personnel 7/28/2025-
Julia Avichouser Personnel Analyst Commission 12/18/2025
Juliana Padilla Student Services Clerk Financial Aid 7/1/2025-6/30/2026

128



Santa Monica College
Personnel Commission

Regular Meeting Minutes

Wednesday, August 20, 2025

Agenda Report Number 19

Subject Ratification of Working Out of Class and
Internal Limited Term Assignments
Date August 20, 2025

To Members of the Personnel Commission

From

Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following provisional working

out of class assignments.

l. Provisional Working Out of Class Assignment

Name/Permanent Class

Provisional WOC Assignment*

Dates of Current Assignment

Cristina Gonzalez,
Administrative Assistant |

Administrative Assistant Il (50%)

04/15/2025 to 05/15/2025

Vanessa Lopez,
Student Services Assistant

Enrollment Services Specialist

07/14/2025 to 11/14/2025

Ranon Ruff,
Custodian

Custodial Operations Manager

08/18/2025 to 12/19/2025

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

Il. Correction to Provisional Working out of Class Assignment

Name/Permanent Class

Provisional WOC

Dates of Current

Corrected Dates

Assignment™ Assignment
Randy Bruner, Mail . . 04/01/2025 to 04/01/2025 to
Service Worker | | M@l Services Worker Il 08/04/2025 07/31/2025

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

[l. Correction to Substitute Limited Term Assignment

Name/Permanent Class

Provisional WOC

Dates of Current

Extended Dates

Maintenance

Operations

Assignment* Assignment
ettty | e | onmpmsie | ojonams o
08/01/2025 12/31/2025

*Unless otherwise noted, WOC assignments are paid at 100%.
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V. Extension to Provisional Working out of Class Assignment
Name/Permanent Class Provgonal woc Dates.of Current Extended Dates
Assignment* Assignment
Jorge Jimenez
e ' 07/01/2025 to 08/16/2025 to
%k 3k
Irr|gat|on.S\./stems Grounds Manager 08/15/2025 09/15/2025
Specialist
Calixto Morales, Irrigation Systems 07/01/2025 to 08/16/2025 to
Grounds Worker Specialist** 08/15/2025 09/15/2025

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

3.2.10 CONCEPT OF WORKING OUT OF CLASSIFICATION

Each classified employee shall be required to perform the duties of the position approved by the
Board and classified by the Personnel Commission for the class to which he or she is assigned.

An employee may be required to perform other related duties consistent with the concept of the
classification to which the position is assigned.

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

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

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

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

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

11.7.1 Definition:

Working out of classification assignments shall not exceed a period of ninety (90) working days
per fiscal year and no more than ninety (90) days in any one hundred eighty (180) day period.
11.7.3 Compensation:

a. In the event that an employee is assigned duties at a higher classification as defined above and
those duties make up at least fifty percent (50%) of the employee’s daily assignments, the
employee salary shall be adjusted as set forth in Section 11.4.1.
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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 20
Subject Ratification of Meeting Minutes
Date August 20, 2025
To Members of the Personnel Commission
Carol Long,
From . I
Director of the Personnel Commission
By Tatiana Morrison, Personnel Technician

It is recommended that the Personnel Commission ratify the following meeting minutes:

1. 7-16-2025 Regular Meeting
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Agenda Report Number 21

Subject Personnel Commission Project Tracking

Date August 20, 2025

To Members of the Personnel Commission
Carol L

Erom arol Long,

Director of the Personnel Commission

Classification and Compensation

. . PDQ PDQ PC Agenda
lob Discipline Title Deadline | Extension & Completed Progress Date
Director of
Purchasing | Procurement, Contracts = 1/30/2025 5/2/2025 =~ Stakeholder
o Review
& Logistics
IT Network )
Services Network Engineer 2/19/2025 5/27/2025 PC Agenda 8/20/2025
IT Network Information Systems Stakeholder
Services Administrator 2/19/2025 5/27/2025 Review 6/25/2025
T Network
Infrastructure Commu.nl.ca‘nons 2/25/2025 5/27/2025 PC Agenda 8/20/2025
Technician Il
T Network
Infrastructure Commum;a‘nons 2/25/2025 5/27/2025 PC Agenda 8/20/2025
Technician Il
T Network
Infrastructure Commur.nc.a‘nons 2/25/2025 5/27/2025 PC Agenda 8/20/2025
Technician |
IT Netyvork Director of Network 2/25/2025 Resear;h &
Services Services Planning
Student Research &
Services DSPS Manager 3/31/2025 7/24/2025 Planning
Student .
Services EOPS Specialist 3/31/2025 | 4/25/2025 | 7/24/2025 PC Agenda 8/20/2025
Student )
Services EOPS Supervisor 3/31/2025 | 4/25/2025 | 7/24/2025 PC Agenda 8/20/2025
Student ) -
Services Senior EOPS Specialist 3/31/2025 | 4/25/2025 | 7/24/2025 PC Agenda 8/20/2025
Student Senior Veterans
Services Resource Specialist 3/31/2025 | 4/25/2025 | 7/24/2025 PC Agenda 8/20/2025
Student Student Judicial Affairs
Services Specialist 3/31/2025 | 5/15/2025 | 7/24/2025 PC Agenda 8/20/2025
Student Student Services
Services Specialist 3/31/2025 | 4/25/2025 | 7/24/2025 PC Agenda 8/20/2025
Student Transfer & Articulation
Services Specialist 3/31/2025 | 5/2/2025 | 7/24/2025 PC Agenda 8/20/2025
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Student
Services
Student
Services

IT MIS

IT MIS

IT MIS
IT MIS

IT MIS
IT MIS
IT MIS

IT MIS

IT MIS
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Security Officer
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Database Administrator

Principal Programmer
Analyst
Senior Programmer
Analyst
IT Project Analyst

Database Analyst

Programmer Analyst

Associate Programmer
Analyst
Media Resources
Assistant
Senior Technology User
Support Specialist

Multimedia Specialist

Chief Director of
Information Technology
Director of
Management
Information Systems
Admissions & Records
Supervisor
Director of Financial Aid
& Scholarships

Financial Aid Supervisor

Academic Records
Evaluator
Enrollment Services
Specialist
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3/31/2025
3/31/2025

4/23/2025

4/23/2025

4/23/2025
4/23/2025

4/23/2025
4/23/2025
4/23/2025

4/23/2025
4/23/2025
4/23/2025
4/23/2025
4/23/2025

6/25/2025

6/25/2025

7/22/2025
7/22/2025
7/22/2025
7/23/2025

7/23/2025

4/25/2025 | 7/24/2025

4/25/2025 | 7/24/2025
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8/15/2025
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Research &
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Research &
Planning
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Student Senior Academic Research &
Services Records Evaluator 7/23/2025 | 8/15/2025 Planning
Stud.ent Senlgr Enrolln.ﬁe.nt 7/23/2025 Resear;h &
Services Services Specialist Planning
Student
Student Communications | 7/23/2025 | 8/25/2025 Research &
Services . Planning
Coordinator
Student Financial Aid & Research &
Services Scholarships Specialist 7/23/2025 | 8/29/2025 Planning
Stud.ent Financial A.|d Systems 7/23/2025 Resear;h &
Services Specialist Planning
Student Senior Financial Aid & Research &
Services Scholarships Specialist 7/23/2025 Planning
Stud.ent Interng‘nonal St.ud.ent 7/23/2025 | 8/15/2025 Resear;h &
Services Services Specialist Planning
Stud.ent Senlgr ?tudent Serylces 2/23/2025 Resear;h &
Services Specialist- International Planning
Stud.ent Outreach & BeFruitment 7/23/2025 | 8/15/2025 Resear;h &
Services Specialist Planning
Accqunhng & Student Opbpardmg 7/23/2025 Resear;h &
Finance Specialist Planning
Accounting & Chief Director of _
Finance Business Services 8/6/2025 Upcoming
Accounting & Director of Fiscal .
Finance Services 8/6/2025 Upcoming
Accounting & .
Finance Controller 8/6/2025 Upcoming
Accounting & . .
Finance Accounting Manager 8/6/2025 Upcoming
Accqun‘ung& Accounts P.ayable 8/6/2025 Upcoming
Finance Supervisor
Accounting & .
. A tant 8/6/2025 U
Finance ccountan /6/ pcoming
Accounting & _ - .
. A ting Tech 8/6/2025 U
Finance ccounting Technician /6/ pcoming
Accc.)untlng & Accounting Specialist 8/6/2025 Upcoming
Finance
Recruitment
Title Assigned to Open Date Close Date
Athletic & Kinesiology Equipment Specialist ™ 7/7/2025 7/25/2025
Community College Police Officer JG 10/30/2023 Continuous
Custodial Operations Manager G 8/8/2025 8/29/2025
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Enrollment Services Specialist oV 7/15/2025 8/4/2025

Grounds Manager G 7/3/2025 7/24/2025
Instructional Tutor-English IG/TM 6/18/2025 7/10/2025
Laboratory Technician - Physics AF

Personnel Analyst JL 7/15/2025 8/4/2025

Student Services Clerk JA

Student Services Specialist oV 8/21/2025 9/11/2025
Theater Technical Specialist ™ 10/15/2021 Continuous
Tutoring Coordinator-Math IG/TM 7/7/2025 7/14/2025

VI. Adjournment at 1:31 p.m.

Disposition by the Commission

Motion Made By

Lawrence Leone

Seconded By Joy Abbott
Ayes 5
Nays 0
Abstentions 0
Amendments/Comments
Month Day Year Time Meeting Location
1900 Pico Blvd
September 17 2025 12:00 PM .
Business Rm 117
1900 Pico Blvd
October 15 2025 12:00 PM ]
Business Rm 117
1900 Pico Blvd
November 19 2025 12:00 PM ]
Business Rm 117
1900 Pico Blvd
December 17 2025 12:00 PM ]
Business Rm 117
1900 Pico Blvd
January 21 2026 12:00 PM )
Business Rm 117
1900 Pico Blvd
February 18 2026 12:00 PM ,
Business Rm 117
1900 Pico Blvd
March 18 2026 12:00 PM )
Business Rm 117
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] 1900 Pico Blvd
April 15 2026 12:00 PM ]
Business Rm 117
1900 Pico Blvd
May 20 2026 12:00 PM ]
Business Rm 117
1900 Pico Blvd
June 17 2026 12:00 PM )
Business Rm 117

As required by law, the agenda for the August 20,2025 Regular Meeting of the Santa Monica
College Personnel Commission was posted on the Official District Website no later than 72 hours
prior to the date and time of this meeting.
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