
 
 

 
 

PERSONNEL COMMISSION 
REGULAR MEETING MINUTES 

WEDNESDAY, SEPTEMBER 15, 2021 AT 12:00 PM 
**VIRTUAL MEETING** 

 

DEPARTMENTS: 
3400 Airport/SBDC: Sasha King 
Academic Affairs: Sharon Thomas 
Accounts Payable: Cherry Aquino 
Admissions & Records: Esau Tovar 
African American Center: Sherri Bradford 
Athletics: Sandra Hernandez 
Auxiliary Services: Ofelia Meza 
Bundy: Beverly Redd-Walker 
Business Department: Peter Murray 
Campus Police Office: Jennifer Jones 
Campus Store: Elease Juarez 
Career Services: Vicky Rothman 
Cashier’s Office: Veronica Romo 
Center for Media & Design:  
Community Education: Alice Meyering 
Counseling Office: Laurie Guglielmo 
Custodian Time Clock: Anthony Williams 
Disabled Students Center: Nathalie Laille 
Early Childhood Ed.: L. Manson 
Emeritus College: V. Rankin-Scales 
English Dept.: Martha Hall 
EOP&S: Nick Mata 
ESL Office: Jocelyn Alex 
Events Office: Yesenia Penate 
Faculty Association: Peter Morse 
Financial Aid Office: Stacy Neal 
Health Sciences: Clarenda Stephens 
Health Office: Nancy Alfaro 
HSS: Carolyn Baugh 
Institutional Research:  
International Education Center: Ana Jara 
KCRW:  
Latino Center: Maria Martinez 
Madison: Gail Johnson 
Maintenance/Operations: A. DiGregorio 
Math Village: Kristina Fukuda 
Media Center: L. Nakamura 
Modern Language: Travis Grant 
Music:  Lori Geller 
Outreach & Recruitment: Will Taylor 
Payroll: Ian Fraser 
Science: Ingrid Cardwell 
Student Life: Amelia Trejo 
Superintendent/Presidents Office: L. Kilian 
STEM: Vanan Yahnian 
Theater Arts: Judy Louff 
W& ED/Bundy: Tricia Ramos 

ADMINISTRATORS & 
MANAGERS 
 
Emeritus: Scott Silverman 
Facilities: Dennis Biddle 
HR: Tre’Shawn Hall-Baker 
Info Tech: Marc Drescher 
IEC: N. Pressian 
Instructional Technology:  
Maintenance: 
Devin Starnes 
Terry Kamibayashi 
Operations: 
Anthony Barlow 
Felicia Hudson 
Robert Villanueva 
Receiving: Lisa Davis 
Supplemental Instruction: 
Wendi DeMorst 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PRESIDENT/SUPERINTENDENT & 
SENIOR STAFF 
 
Superintendent/President: Kathryn Jeffery 
Executive VP: 
VP Academic Affairs: Bradley Lane 
VP Business/Admin: Chris Bonvenuto 
VP Enroll. Services: T. Rodriguez 
VP Human Resources: Sherri Lee-Lewis 
VP Student Affairs: Michael Tuitasi 
Senior Director Government Relations & 
Institutional Communications: Don Girard 
Community Relations:  Kiersten Elliott 
Public Information:  Grace Smith 
 
PUBLIC POSTING LOCATIONS 
 
2714 Pico Blvd, Second Floor. 
Online:  www.smc.edu 
 
EMPLOYEE ORGANIZATIONS 
 
CSEA Labor Rep.: Jessica Gonzalez 
CSEA Chapter Pres.: Mike Roberts 
CSEA Chapter 1st V.P.: Kennisha Green 
CSEA Chapter 2nd V.P.: Cindy Ordaz 
CSEA Chief Job Steward: Lee Peterson 
CSEA Treasurer: Dagmar Gorman 
CSEA Secretary: Judith Mosher 
CSEA Chief Development Officer: 
Luis Martin 
CSEA Communications Officer: 
James Stevenson 
SMC POA President: Officer Cadena 
Management Association: Susan Fila 
 
 
Edited 9/9/2021 
 
IF YOU NEED AN ACCOMMODATION 
Written requests for disability-related 
modifications or accommodations that are 
needed in order to participate in the 
Commission meeting are to be directed to 
the Personnel Commission Office as soon 
in advance of the meeting as possible. 

http://www.smc.edu/


 
 

 

PUBLIC PARTICIPATION FOR VIRTUAL MEETINGS 

ADDRESSING THE PERSONNEL COMMISSION 

During the COVID-19 (Coronavirus) Global Pandemic, the Personnel Commission will 
be conducting virtual public meetings using Zoom.  Virtual meetings have been 
authorized by Executive Order N-25-20 issued by Governor Gavin Newsom and dated 
March 12, 2020, to reduce and minimize the risk of infection by “limiting attendance at 
public assemblies, conferences, or other mass events.”  Zoom meetings will ensure 
public participation while at the same time complying with the Governor’s Stay at Home 
executive order and Los Angeles County’s Safer at Home order. 

Members of the public may address the Personnel Commission concerning any 
subject that lies within the jurisdiction of the Personnel Commission.  Public 
participation can occur in one of two ways.  Members of the public can submit written 
comments to be read during the public meeting or they may speak during the Zoom 
meeting.   

Individuals wishing to speak or submit written comments to be read at the Personnel 
Commission meeting shall send an email to personnel_commission@smc.edu, by no 
later than 10:00 A.M., Wednesday, September 15, 2021.  The email should include the 
following information: 

• Name 
• Department (optional) 
• Topic or Agenda Item # to be addressed 
• Comments to be read (if submitting written comments) 

 

Instructions for Speaking to the Commission through Zoom 

Speakers may address any specific agenda item, or may provide general comments 
during the “Public Comments” period.  When it is time for the speakers to address the 
Commission, their name will be called and the microphone on their Zoom account will 
be activated.  A speaker’s Zoom Profile should match their real name to expedite this 
process.  After the comment has been given, the microphone for the speaker’s Zoom 
profile will be muted. 

All public comments will be subject to the general rules set forth below. 

1. Five minutes is allotted to each speaker per topic.  If there are more than four 
speakers on any topic or item, the Commission reserves the option of limiting the 
time for each speaker.  A speaker’s time may not be transferred to another speaker. 

2.   Each speaker is limited to one presentation per specific agenda item before the 
Commission, and to one presentation per Commission meeting on non-agenda items. 

3.   Five minutes is allotted to each speaker per topic for general public comments.  The 
speaker must adhere to the topic.  Individuals wishing to speak during the Public 
Comments will be called upon during Public Comments. 

mailto:personnel_commission@smc.edu


 
 

 

Any person who disrupts, disturbs, or otherwise impedes the orderly conduct of any 
meeting of the Personnel Commission by uttering loud, threatening, or abusive 
language or engaging in disorderly conduct, shall, at the discretion of the presiding 
officer or majority of the Personnel Commission, be requested to be orderly and silent 
and/or removed from the meeting. 

No action may be taken on items of business not appearing on the agenda. 

Reference: Merit Rule 2.2.8 

Government Code sections 54954.2, 54954.3, 54957.9 
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I. ORGANIZATIONAL FUNCTIONS 
A. CALL TO ORDER 12:01PM 

B. ROLL CALL 

COMMISSIONER PRESENT ABSENT 
Dr. Joseph Metoyer, Jr., Chair X  
Joy Abbott, Vice Chair X  
Barbara Greenstein X  
Deborah Jansen X  
Lawrence Leone X  

 
II. REPORT – DIRECTOR OF THE PERSONNEL COMMISSION 

Carol Long, Director of the Personnel Commission, provided an overview of the 

Personnel Commission Annual Report which included the following data: 

1. PC Staff completed a fifth year of cyclical classification reviews. 

2. Over the last 3 years, the College averaged 63 classified appointments per year. 

3. 19 appointments were completed in 2020/2021. 

4. 23 Merit Rule updates made through the work of the Merit Rules Advisory 

Committee.   

5. 116 Santa Monica College classified employees were honored for longevity in 

Fiscal Year 2020/2021, including 24 employees with at least twenty years of 

service, and 7 employees who completed at least thirty years of service. 

Director Long also reported that the September 15 Meeting Agenda contained: 
 

a) Sign Language Interpreter III Eligibility List for approval 
 

b) 13 recruitments in process 
 

c) A second reading of Merit Rules Chapter 10: Performance Evaluations 
 

d) Three classification revisions and one new classification as part of the cyclical 
review process. 
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III. COMMENTS AND INFORMATION REPORTS 
A. RECOGNITION OF EMPLOYEE LONGEVITY: SEPTEMBER 2021 

5 YEARS 
Carla Alvarado, DSPS Specialist, Center for Disabled Students 
 * Denise Henninger congratulated Carla on 5 years with Santa Monica College. 
Sean Blocklin, Laboratory Technician-Photography, Academic Affairs 
Nataly Gonzalez, Student Services Clerk, Non-Credit Education 
 *Scott Silverman congratulated Nataly on 5 years with Santa Monica College. 
Jody Icasiano, Community College Police Officer, SMCPD 
Paulo Taboada, Tutoring Coordinator-Science, Learning Resource Center 
 *Wendi DeMorst congratulated Paulo on 5 years with Santa Monica College. 
Alexandra Vargas, Health Assistant, Health Services  

& Student Services Clerk, Scholars 
 
10 YEARS 
Issa Gharibeh, Receiving, Stockroom & Delivery Worker, Bookstore 
 
20 YEARS 
Timothy Brown, Shuttle Driver, Auxiliary Services 
Allyn Hawes, Skilled Maintenance Worker II, Maintenance 
Edgar Montgomery, Instructional Assistant-English, Supplemental Instruction 
 *Wendi DeMorst congratulated Edgar on 20 years with Santa Monica College. 
 
25 YEARS 
Jose “Luis” Martin, Receiving, Stockroom & Delivery Worker,  

Procurement, Contracts and Logistics 
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B. COMMENTS FROM VICE PRESIDENT OF HUMAN RESOURCES 

Sherri Lee-Lewis, Vice President of Human Resources, congratulated the Santa Monica 
College “Longevity Superstars.”  She additionally thanked the Personnel Commission 
for the ongoing completion of cyclical reviews and recruitments.  A brief recap of the 
COVID Update that was presented to the Board of Trustees the evening before was 
shared.  Meeting attendees were encouraged to watch a recording of the Board of 
Trustees meeting for further details. 

Campus Counsel, Robert Myers, spoke on the Mandatory Vaccination Program and 
informed Commissioners that they were required to submit proof of vaccination.  He 
also spoke on a Resolution in progress that would allow for the continuance of virtual 
public meetings for the remainder of the calendar year.   

C. COMMENTS FROM THE CSEA CHAPTER 36 REPRESENTATIVE 

No Comments. 

D. COMMENTS FROM MANAGEMENT ASSOCIATION PRESIDENT 

Vice President of the Management Association, Scott Silverman, spoke on efforts that  
Managers were taking in preparation for a return to Campus. 

E. COMMENTS FROM PERSONNEL COMMISSION STAFF 
 

F. PUBLIC COMMENTS  
(NON-ACTIONABLE COMMENTS FROM THOSE IN ATTENDANCE) 

Charlie Yen, Assistant Director of Facilities Planning, wished to recognize Personnel 
Commission Staffer John Linke for his work on the Director and Assistant Director of 
Facilities Planning Cyclical Studies. He commented on how much better he liked 
working with John on studies than working with the consultant from the early 2000’s. 

G. COMMENTS BY PERSONNEL COMMISSIONERS 
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IV. AGENDA REPORTS – MAJOR ITEMS OF BUSINESS 

# ITEM PAGE 
1 AMENDMENT TO RULES AND REGULATIONS OF THE CLASSIFIED SERVICE - 

CHAPTER 10: PERFORMANCE EVALUATIONS – SECOND READING 5 
2 ANNUAL REPORT – PERSONNEL COMMISSION: FISCAL YEAR 2020/2021  11 

3 
REQUEST FOR APPROVAL OF RETITLE, CLASSIFICATION REVISIONS, AND 
SALARY REALLOCATION: MARKETING DESIGN ANALYST TO  
MARKETING DESIGN COORDINATOR 

15 

4 REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS:  
SENIOR GRAPHIC DESIGNER 25 

5 REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS:  
GRAPHIC DESIGNER 36 

6 NEW CLASS DESCRIPTION & SALARY ALLOCATION:  
DIRECTOR OF WEB AND SOCIAL MEDIA STRATEGY 46 

 

V. CONSENT AGENDA 

(ALL ITEMS WILL BE CONSIDERED AND APPROVED IN ONE MOTION UNLESS 
REMOVED BY A PERSONNEL COMMISSIONER FOR DISCUSSION.) 

# ITEM PAGE 
7 RATIFICATION OF LIMITED TERM ASSIGNMENTS 55 
8 APPOINTMENTS TO LIMITED TERM POSITIONS 56 
9 APPOINTMENTS TO PROVISIONAL ASSIGNMENTS 58 
10 RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS ASSIGNMENTS 59 

11 

EXAMINATION SCHEDULE 
• Administrative Assistant I 
• Administrative Assistant II 
• Cosmetology Assistant 
• Custodial Operations Supervisor 
• Director of Web & Social Media Strategy 
• Enterprise Business Services Specialist 
• Grounds Supervisor 
• Health Assistant 
• Instructional Assistant-Math 
• Lead Receiving, Stockroom and Delivery Worker 
• Research and Planning Analyst 

61 

12 
RATIFICATION OF ELIGIBILITY LISTS 

• Director of the SMC Foundation 
• Sign Language Interpreter III 

62 

13 MEETING MINUTES 63 
14 CLASSIFICATION & COMPENSATION TRACKING 64 
15 RECRUITMENT AND EXAMINATION STATUS REPORT 66 

VI. ADJOURNMENT 
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AGENDA REPORT NO. 1 
 
SUBJECT: AMENDMENT TO RULES AND REGULATIONS OF THE CLASSIFIED   

SERVICE - CHAPTER 10: PERFORMANCE EVALUATIONS –  
SECOND READING 
 

DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
Proposed changes to Chapter 10: Performance Evaluations, are attached for a second 
reading. 
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DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Lawrence Leone 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 2 
 
SUBJECT: ANNUAL REPORT – PERSONNEL COMMISSION: 
  FISCAL YEAR 2020-2021  
 
DATE:  September 15, 2021 

TO:  Members of the Personnel Commission 

FROM: Carol Long, Director of the Personnel Commission 
 
Attached for your review is the proposed Personnel Commission annual report.   

The Director of the Personnel Commission is required by Education Code Section 
88086 to prepare an annual report of the Commission’s activities for approval by the 
Commission.  After Commission approval, the report is forwarded to the Board of 
Trustees. 
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RECOMMENDATION 

It is recommended that the Personnel Commission approve the proposed annual report 
for Fiscal Year 2020 - 2021. 
 
 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Barbara Greenstein 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 3  

SUBJECT: REQUEST FOR APPROVAL OF RETITLE, CLASSIFICATION 
REVISIONS, AND SALARY REALLOCATION:  

MARKETING DESIGN ANALYST TO  
MARKETING DESIGN COORDINATOR 
 

DATE:  September 15, 2021 

TO:  Members of the Personnel Commission 

FROM: Carol Long, Director of the Personnel Commission 

BY:  Karen Monzon, Personnel Analyst 

 

BACKGROUND 

Attached for your approval are the classification revisions for Marketing Design 
Analyst. 

As part of the cyclical review process, we are reviewing the Marketing classifications. 
The Marketing and Communications Department supports the advancement of Santa 
Monica College’s goals and objectives by providing institutional marketing and 
communication strategies. This classification is responsible for coordinating all phases 
of activities involved in the design, production, printing, and distribution of marketing, 
advertising, publication, multimedia, and graphics design projects. 

The Marketing Design Coordinator classification was originally created in November 
1999. Since its creation, it was last revised during the Hay Study, which yielded a title 
change from Marketing Coordinator to Marketing Design Analyst. There is currently one 
permanent incumbent in this classification. 

 

METHODOLOGY 

 

This study was scheduled in the cyclical review calendar for 2020-2021. Incumbents in 
the job discipline, as well as CSEA, were invited to participate in a class study 
orientation on March 8, 2021 to discuss the purpose of the study, methodology, 
timelines, possible outcomes and implications, and frequently asked questions. The 
incumbent was requested to complete a Position Description Questionnaire (PDQ). The 
submitted PDQ was reviewed with Don Girard, Senior Director, Government 
Relations/Institutional Communications.  

Personnel Commission staff met with Don Girard, to discuss the class 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. Distinguishing 
characteristics were modified to delineate this classification from related roles.  
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Additionally, revisions are proposed to clarify duties assigned, knowledge and abilities 
and entrance requirements required for the job. The class concept and duties were 
modified to clarify the level and scope of work performed. Distinguishing characteristics 
were modified to delineate this classification from related series. Classification revisions 
were sent for review to the incumbent, Department management, CSEA, Business 
Services, Human Resources, and executive leadership. 

 

Additionally, 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 the data gathered, revisions to the class description are being proposed. 
These changes serve to clarify the class concept and essential duties performed, 
distinguishing characteristics and KSAs (knowledge, skills, and abilities), and adjust the 
minimum qualifications to ensure internal and external alignment with comparable 
classifications.  Additionally, a title change is being made to more accurately reflect the 
nature of work performed and the scope of responsibility for this role.  

 

A comprehensive survey of comparable agencies was conducted, however, sufficient 
market data is not available to utilize percentile ranking method of salary placement 
(i.e., at least 30% of surveyed jobs should be matched), therefore salary 
recommendation is being based on internal alignment.  

 

SALARY ALLOCATION 

It is recommended that the salary for Marketing Design Analyst be reallocated from 
Range 46 ($6,633 to $8,063 per month) to Range 48 ($6,965 to $8,466 per month) 
on the Classified Employee Salary Schedule, a 7.57% increase.  Currently, there is a 
one range (2.44%) salary differential between this classification and the Senior Graphic 
Designer. Given the scope and effect of this role and its impact on a wider range of 
College activities and resources, in addition to the nature and purpose of contacts in the 
course of work, salary reallocation is recommended which would result in a 7.57% 
differential when compared to the Senior Graphic Designer. The goal is to recommend a 
competitive salary to attract, motivate and retain employees through effective 
promotional paths within the series. 
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The following chart shows related classifications in this job discipline: 

JOB TITLE MIN MAX RANGE 
% DIFF 

BETWEEN 
LEVELS 

Director of Web and Social Media Strategy 
(NEW)** $9,410 $11,438 M30 40.70% 

Web & Social Media Manager* $6,688 $8,129 M16 -3.98% 

Marketing Design Coordinator (PROPOSED) $6,965 $8,466 48 7.57% 

Senior Graphic Designer** $6,475 $7,871 45 2.50% 

Web Services Coordinator* $6,317 $7,679 44 12.94% 

Graphic Designer** $5,593 $6,799 39 34.03% 

Web Content Developer* $4,173 $5,073 27  

*Pending review 
**Proposed in subsequent agenda report 
 

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

 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the proposed retitle, 
revisions and salary reallocation to the Marketing Design Analyst.  

 

FROM:    Marketing Design Analyst  

Classified Salary Range 46 ($6,633 to $8,063 per month) 

 

TO:    Marketing Design Coordinator  

  Classified Salary Range 48 ($6,965 to $8,466 per month) 

 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Deborah Jansen 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 4 

SUBJECT: REQUEST FOR APPROVAL OF CLASSIFICATION REVISION:  

SENIOR GRAPHIC DESIGNER 

DATE:  September 15, 2021 

TO:  Members of the Personnel Commission 

FROM: Carol Long, Director of the Personnel Commission 

BY:  Karen Monzon, Personnel Analyst 

 

BACKGROUND 

 

Attached for your approval is the classification revision for Senior Graphic Designer. 

As part of the cyclical review process, we are reviewing the Marketing classifications. 
The Marketing and Communications Department supports the advancement of Santa 
Monica College’s goals and objectives by providing institutional marketing and 
communication strategies. This classification serves as a lead designer responsible for 
creating innovative designs for a wide range of institutional publications and marketing 
campaigns.  

 

The Senior Graphic Designer classification was originally created in November 1999. 
Since its creation, it has been revised three additional times. There is currently one 
permanent incumbent in this classification. 

 

METHODOLOGY 

 

This study was scheduled in the cyclical review calendar for 2020-2021. Incumbents in 
the job discipline, as well as CSEA, were invited to participate in a class study 
orientation on March 8, 2021, to discuss the purpose of the study, methodology, 
timelines, possible outcomes and implications, and frequently asked questions. The 
incumbent was requested to complete a Position Description Questionnaire (PDQ). The 
submitted PDQ was reviewed with Don Girard, Senior Director, Government 
Relations/Institutional Communications.  

  

Personnel Commission staff met with Don Girard, to discuss the class 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. Distinguishing 
characteristics were modified to delineate this classification from related roles. 
Additionally, revisions are proposed to clarify duties assigned, knowledge and abilities  
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and entrance requirements required for the job. The class concept and duties were 
modified to clarify the level and scope of work performed. Distinguishing characteristics 
were modified to delineate this classification from related series. Classification revisions 
were sent for review to the incumbent, Department management, CSEA, Business 
Services, Human Resources, and executive leadership. 

 

Additionally, 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 the data gathered, revisions to the class description are being proposed. 
These changes serve to clarify the class concept and essential duties performed, 
distinguishing characteristics and KSAs (knowledge, skills, and abilities), and adjust the 
minimum qualifications to ensure internal and external alignment with comparable 
classifications.   

 

The current salary range for Senior Graphic Designer is $6,475 to $7,871 per month 
(Classified Employee Salary Schedule, Range 45). There was an insufficient number of 
matches to complete a salary survey; therefore, the salary recommendation is based on 
internal alignment. Most comparable agencies use a Graphic Designer classification 
with no Senior or Lead type class available. Sufficient market data was available for the 
Graphic Designer classification as presented in subsequent agenda report, which was 
also used as benchmark data for reviewing salary for the Senior Graphic Designer.  
There do not appear to be any recruitment challenges for this classification. In 2016, a 
recruitment generated over 124 applications. The completed list produced seven eligible 
candidates with the position being filled by a candidate in the top three ranks. As such, 
salary reallocation is not recommended.  
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The following chart shows related classifications in this job discipline: 

JOB TITLE MIN MAX RANGE 
% DIFF 

BETWEEN 
LEVELS 

Director of Web and Social Media Strategy (NEW)** $9,410 $11,438 M30 40.70% 

Web & Social Media Manager* $6,688 $8,129 M16 -3.98% 

Marketing Design Coordinator (PROPOSED) $6,965 $8,466 48 7.57% 

Senior Graphic Designer $6,475 $7,871 45 2.50% 

Web Services Coordinator* $6,317 $7,679 44 12.94% 

Graphic Designer** $5,593 $6,799 39 34.03% 

Web Content Developer* $4,173 $5,073 27  

*Pending review 
**Proposed in subsequent agenda report 
 

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

 

RECOMMENDATION 

It is recommended that the Commission approve the proposed class description 
revisions for Senior Graphic Designer. 

DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Lawrence Leone 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
Amendments/Comments 
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AGENDA REPORT NO. 5 

SUBJECT: REQUEST FOR APPROVAL OF CLASSIFICATION REVISION:  

GRAPHIC DESIGNER 

DATE:  September 15, 2021 

TO:  Members of the Personnel Commission 

FROM: Carol Long, Director of the Personnel Commission 

BY:  Karen Monzon, Personnel Analyst 

 

BACKGROUND 

 

Attached for your approval are classification revisions for Graphic Designer. 

 

As part of the cyclical review process, we are reviewing the Marketing classifications. 
The Marketing and Communications Department supports the advancement of Santa 
Monica College’s goals and objectives by providing institutional marketing and 
communication strategies. This journey-level classification is responsible for using 
graphic design principles and knowledge to create innovative designs for a wide range 
of institutional publications and marketing campaigns.  

 

The Graphic Designer classification was originally created in November 1999. Since its 
creation, it has been revised several times. There is currently one permanent incumbent 
in this classification. 

 

METHODOLOGY 

 

This study was scheduled in the cyclical review calendar for 2020-2021. Incumbents in 
the job discipline, as well as CSEA, were invited to participate in a class study 
orientation on March 8, 2021 to discuss the purpose of the study, methodology, 
timelines, possible outcomes and implications, and frequently asked questions. The 
incumbent was requested to complete a Position Description Questionnaire (PDQ). The 
submitted PDQ was reviewed with Don Girard, Senior Director, Government 
Relations/Institutional Communications.  

  

Personnel Commission staff met with Don Girard, to discuss the class 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. Distinguishing 
characteristics were modified to delineate this classification from related roles.  
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Additionally, revisions are proposed to clarify duties assigned, knowledge and abilities 
and entrance requirements required for the job. The class concept and duties were 
modified to clarify the level and scope of work performed. Distinguishing characteristics 
were modified to delineate this classification from related series. Classification revisions 
were sent for review to the incumbent, Department management, CSEA, Business 
Services, Human Resources, and executive leadership. 

 

Additionally, 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 the data gathered, revisions to the class description are being proposed. 
These changes serve to clarify the class concept and essential duties performed, 
distinguishing characteristics and KSAs (knowledge, skills, and abilities), and adjust the 
minimum qualifications to ensure internal and external alignment with comparable 
classifications.   

 

A comprehensive survey of comparable agencies was conducted and 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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AGENCY JOB TITLE MIN    MAX    MEDIAN *  STUDENT  
FTE 

GF REVENUE 
ACTUAL  

Santa Monica College Graphic 
Designer $5,593 $6,799 $6,196 10,287 $225M  

Contra Costa CCD 
Graphic 
Design 

Specialist 
$5,622 $6,847 $6,235 14,139 $267M  

El Camino College 
Digital Media 

& Design 
Specialist 

$4,866 $6,255 $5,561 8,424 $167M  

Foothill DeAnza CCD 
Graphic 
Design 

Technician 
$4,939 $6,616 $5,777 8,684 $273M  

Glendale College Graphic 
Designer $4,771 $6,090 $5,431 5,740 $122M  

LACOE Graphic Artist $5,078 $6,306 $5,692 N/A  $540M  

Long Beach City College 
Graphic and 
Publishing 
Technician 

$4,199 $5,164 $4,682 9,082 $170M  

Los Angeles CCD Graphic 
Designer $5,387 $6,673 $6,030 41,813 $892M  

Mount San Antonio 
College 

Graphic 
Designer $5,395 $6,885 $6,140 13,301 $257M  

North Orange CCD Graphic 
Designer $5,108 $6,209 $5,659 15,630 $296M  

Pasadena City College Graphic 
Designer $5,132 $6,550 $5,841 10,757 $202M  

Riverside CCD 
Production 

Graphic 
Designer 

$4,894 $5,958 $5,426 14,545 $288M  

Santa Barbara City 
College 

Graphic 
Designer $4,986 $6,075 $5,531 6,286 $129M  

State Center CCD 
Digital Media 

& Graphic 
Designer 

$4,361 $5,363 $4,862 15,503 $296M  

Ventura County CCD Graphic 
Designer $4,739 $6,537 $5,638 12,592 $231M  

 Average $4,963 $6,252 $5,607    
 25th Percentile $4,795 $6,078 $5,456    
 50th Percentile $4,963 $6,281 $5,648   
 75th Percentile $5,126 $6,599 $5,825   
 80th Percentile $5,234 $6,639 $5,916   
 90th Percentile $5,392 $6,795 $6,094   
 SMC % RANK 99% 90% 97%   

 
SMC 

Differences 
From AVG 

11% 8% 10%   

 
SMC 

Differences 
From MED 

11% 8% 9%   
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*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high or low 
values in a dataset, as compared to the average. Due to variability in the number of steps per range in 
comparable agencies, the median provides a more accurate comparison between agencies. 

 
The current salary range for Graphic Designer is $5,593 to $6,799 per month (Classified 
Employee Salary Schedule, Range 39). In this survey, the median salary for this 
classification is at the 97th percentile, which exceeds the District’s 70th percentile 
target. Additionally, there are no internal alignment or recruitment concerns for this 
classification. Therefore, a salary reallocation is not being recommended at this time, as 
there is no evidence of internal alignment and recruitment concerns for this 
classification. 
 
The following chart shows related classifications in this job discipline: 

JOB TITLE MIN  MAX  RANGE 
% DIFF 

BETWEEN 
LEVELS 

Director of Web and Social Media Strategy (NEW)** $9,410 $11,438 M30 40.70% 

Web & Social Media Manager* $6,688 $8,129 M16 -3.98% 

Marketing Design Coordinator (PROPOSED) $6,965 $8,466 48 7.57% 

Senior Graphic Designer $6,475 $7,871 45 2.50% 

Web Services Coordinator* $6,317 $7,679 44 12.94% 

Graphic Designer $5,593 $6,799 39 34.03% 

Web Content Developer* $4,173 $5,073 27  

*Pending review 
**Proposed in subsequent agenda report 
 

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

 

RECOMMENDATION 

It is recommended that the Commission approve the proposed class description 
revisions for Graphic Designer. 

DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Deborah Jansen 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 6 
 
SUBJECT: NEW CLASS DESCRIPTION & SALARY ALLOCATION:  

DIRECTOR OF WEB AND SOCIAL MEDIA STRATEGY 
 

DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
BY:  Karen Monzon, Personnel Analyst 
 
BACKGROUND 
 
Attached for your approval is a new classification description and salary allocation for 
Director of Web and Social Media Strategy. 
 
The District recently requested a new classification to execute the strategic planning, 
development and implementation of the College’s website and online publications. 
The classification is needed to support the advancement of institutional goals and 
objectives. This new role will report to the Senior Director, Government 
Relations/Institutional Communications.  
 
 

 
 
 
 
 

Superintendent/President

Senior Director, 
Government 

Relations/Institutional 
Communications 

Director, Web & Social 
Media Strategy

Web Content & Social 
Media Manager

Web Services Coordinator
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METHODOLOGY 
 
Personnel Commission staff discussed this new role with Don Girard, Senior Director, 
Government Relations/Institutional Communications. Discussions took place to define 
and clarify the parameters of the proposed classification, and to make an initial 
recommendation as to whether the proposed job duties fit into an existing classification, 
or if further study was needed to determine if a formal recommendation for a new 
classification was warranted. Following discussion and review of job duties submitted 
and labor market research, a list of job duties was finalized, along with a list of 
knowledge, skills, and abilities (KSAs). Reporting relationships were defined, and 
recommendations for minimum requirements were discussed and compared with other 
classifications within this occupational series. 
 
A job evaluation and external salary study were conducted to identify similar roles in 
comparable agencies.  Internal comparisons were also reviewed in order to ensure that 
there is proper alignment within other director-level classifications, and duties were 
adequately distinguished from other related classifications. Once the duties were 
finalized, Commission staff prepared the class description and salary proposal and sent 
recommendations for review to senior leadership.   
 
Commission staff will conduct further meetings with Department management prior to 
opening recruitment, in order to gather and analyze documentation for developing an 
examination plan and creating test content. 
 
RESULTS 
 
Key factors in determining that a new classification should be established involved the 
scope of responsibilities, knowledge required for the position, scope and effect of work, 
level of complexity, nature and purpose of contacts in the course of work, and level of 
decision-making. The individual selected for this position will:  
 

• Provide the strategic direction and vision for the College website. 
 

• Analyze, direct and supervise the development and maintenance of the College 
website, which includes design and content management. 
 

• Drive, develop and direct content distribution and social media strategies, 
analyzing and tracking District usage metrics. 
 

A comprehensive salary survey of 16 comparable agencies was conducted to examine 
industry trends and determine current salary ranking. Sufficient market data was not 
available to utilize percentile ranking method of salary placement (i.e., at least 30% of 
surveyed jobs should be matched). As a result, salary allocation is recommended based 
on internal alignment. We found that there was significant variation in scope of work and 
level of responsibility assigned for this role at other agencies. In some colleges, this 
function was assigned to higher level directors overseeing overall communications and 
public affairs across campus, or the web services component included more complex 
web portal integration and database management.   
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SALARY ALLOCATION 
 
It is recommended that the salary for the Director of Web and Social Media Strategy be 
allocated to Range M30 ($9,410 to $11,438 per month) on the Classified Management 
Salary Schedule.  
 
The goal was to recommend a competitive salary to attract and retain qualified 
candidates, while ensuring that the proposed range is aligned with other management 
classifications most comparable in job factors such as knowledge required, level of 
decision making authority, complexity of work, scope & effect of work, and nature and 
purpose of contacts in the course of work. Based on job analysis findings, this role is 
most similar to the Director of SMC Foundation in complexity and scope and effect of 
work. Director jobs assigned above this range require higher level of decision-making 
authority, technical knowledge, scope and effect of work, and/or oversee larger staff. 
See pay data below for other Director & Assistant Director level classified jobs across 
the College. 
 

JOB TITLE REPORTS TO RANGE MIN MAX 

Chief Director of Business Services Vice President-
Business/Administration A21 $14,597 $16,093 

Chief Director of Information Technology Superintendent/President A21 $14,597 $16,093 
Director of the Personnel Commission Personnel Commission A19 $13,902 $15,327 

Chief of Police Vice President- 
Student Affairs  A18 $13,562 $14,952 

Director of Network Services Chief Director of IT A15 $12,610 $13,902 

Director of Fiscal Services* Vice President-
Business/Administration A15 $12,610 $13,902 

Director of Management Information Systems Chief Director of IT A15 $12,610 $13,902 
Director of Facilities Planning and 
Construction  

Vice President-
Business/Administration M39 $11,715 $14,240 

Director of Human Resources  Vice President- 
Human Resources M39 $11,715 $14,240 

KCRW Radio Station Director 
Senior Director, Government 
Relations/Institutional 
Communications 

A9 $10,893 $12,010 

Director of Facilities Maintenance & 
Operations 

Vice President-
Business/Administration M34 $10,374 $12,610 

Director of Safety & Risk Management Vice President-
Business/Administration M34 $10,374 $12,610 

Controller Chief Director of Business 
Services M32 $9,880 $12,010 

Director of Budget Vice President-
Business/Administration M32 $9,880 $12,010 

Director of Facilities Finance Vice President-
Business/Administration M32 $9,880 $12,010 

Director of Procurement, Contracts & 
Logistics 

Chief Director of Business 
Services M32 $9,880 $12,010 

Director of Auxiliary Services Dean, Education Enterprise M31 $9,638 $11,715 
Community College Police Captain Chief of Police M31 $9,638 $11,715 
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Director of the SMC Foundation 
Dean, Institutional 
Advancement/ 
SMC Foundation 

M30 $9,410 $11,438 

Director of Web and Social Media Strategy 
Senior Director, 
Government 
Relations/Institutional 
Communications 

M30 $9,410 $11,438 

Assistant Director of Human Resources* Director of Human 
Resources M29 $9,179 $11,157 

Assistant Director of Facilities Planning and 
Construction  

Director of Facilities 
Planning M27 $8,742 $10,626 

Assistant Director of Facilities Maintenance Director of Facilities 
Maintenance & Operations M24 $8,129 $9,880 

Assistant Director of Facilities Operations Director of Facilities 
Maintenance & Operations M24 $8,129 $9,880 

Director of Grants 
Dean,  
Institutional Advancement/ 
SMC Foundation 

M24 $8,129 $9,880 

 
The following chart shows related classifications in this job discipline: 
 

JOB TITLE MIN MAX RANGE 
% DIFF 

BETWEEN 
LEVELS 

Director of Web and Social Media Strategy (NEW) $9,410 $11,438 M30 40.70% 
Web & Social Media Manager* $6,688 $8,129 M16 -3.98% 
Marketing Design Coordinator (PROPOSED) $6,965 $8,466 48 7.57% 
Senior Graphic Designer $6,475 $7,871 45 2.50% 
Web Services Coordinator* $6,317 $7,679 44 12.94% 
Graphic Designer $5,593 $6,799 39 34.03% 
Web Content Developer* $4,173 $5,073 27  

*Pending review 
**Proposed in subsequent agenda report  
 
The proposal for this new classification was sent for review to Department leadership, Business 
Services, Human Resources, and the College President. 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the attached new class description 
and salary allocation for Director of Web and Social Media Strategy. 
 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Barbara Greenstein 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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CONSENT AGENDA 
 

ALL ITEMS WILL BE CONSIDERED AND APPROVED IN ONE MOTION UNLESS 
REMOVED BY A PERSONNEL COMMISSIONER FOR DISCUSSION 

# ITEM PAGE 
7 RATIFICATION OF LIMITED TERM ASSIGNMENTS 54 
8 APPOINTMENTS TO LIMITED TERM POSITIONS 55 
9 APPOINTMENTS TO PROVISIONAL ASSIGNMENTS 57 
10 RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS ASSIGNMENTS 58 

11 

EXAMINATION SCHEDULE 
• Administrative Assistant I 
• Administrative Assistant II 
• Cosmetology Assistant 
• Custodial Operations Supervisor 
• Director of Web & Social Media Strategy 
• Enterprise Business Services Specialist 
• Grounds Supervisor 
• Health Assistant 
• Instructional Assistant-Math 
• Lead Receiving, Stockroom and Delivery Worker 
• Research and Planning Analyst 

60 

12 
RATIFICATION OF ELIGIBILITY LISTS 

• Director of the SMC Foundation 
• Sign Language Interpreter III 

61 

13 MEETING MINUTES 62 
14 CLASSIFICATION & COMPENSATION TRACKING 63 
15 RECRUITMENT AND EXAMINATION STATUS REPORT 65 

 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Joy Abbott 
SECONDED BY: Deborah Jansen 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO 7. 
 
SUBJECT: RATIFICATION OF LIMITED TERM ASSIGNMENTS 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
BY:  José A. Guzmán, 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: 

 

Position Classification Department Effective Dates 
Accompanist-Music Performance 
(2 part-time positions) Emeritus 08/04/21-12/31/21 

Administrative Assistant II 
(1 full-time position) Health Sciences 08/24/21-11/30/21 

Bookstore Clerk/Cashier 
(8 part-time positions) Bookstore 08/16/21-09/24/21 

Customer Service Assistant 
(2 part-time positions) Bookstore 08/16/21-09/24/21 

Health Assistant 
(1 full-time position) Health Services 08/09/21-08/30/21 

Program Specialist 
(1 full-time position) 

SMC/UCLA STEM 
Initiative 08/30/21-11/30/21 

Registered Nurse-Health Services 
(1 full-time position) Health Services 08/24/21-08/30/21 

Student Services Clerk 
(1 part-time position) Health Services 08/24/21-08/24/21 

Student Services Clerk 
(2 part-time positions) Health Services 08/24/21-10/29/21 
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AGENDA REPORT NO. 8 
 
SUBJECT: APPOINTMENTS TO LIMITED TERM POSITIONS 

DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
BY:  José A. Guzmán, Personnel Technician 
 
The Personnel Commission is advised that the following persons have been appointed to the 
following Limited Term positions from certified eligibility lists pursuant to Section [7.4.3(A)] of  
the Rules and Regulations of the Classified Service of the Santa Monica Community College 
District. 
 

Candidate Position Department Duration* 
Eligible  
List  
Date 

Gerhold, Thomas 
Accompanist-
Music 
Performance 

Emeritus 08/04/21-12/31/21 07/11/02 

Nesteruk, Gary 
Accompanist-
Music 
Performance 

Emeritus 08/04/21-12/31/21 01/03/18 

Webber-Gregg, 
Brownyn 

Administrative 
Assistant II Health Sciences 08/24/21-11/30/21 Retiree 

Abdulhafiz, 
Meymuna 

Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 12/15/04 

Abel, Teneka Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 02/21/07 

Eichen, John Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 03/25/15 

Grau, Donald Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 06/12/12 

Lopez, Veronica Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 03/25/15 

Mehary, Mehret Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 11/16/02 

Micas, Donna Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 02/21/07 

Pabst, Ester Bookstore 
Clerk/Cashier Bookstore 08/16/21-09/24/21 09/04/09 

Brinkley, Tanisha Customer Service 
Assistant Bookstore 08/16/21-09/24/21 05/16/18 

Nwonwu, Vergie Customer Service 
Assistant Bookstore 08/16/21-09/24/21 05/16/18 
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*Not to exceed six (6) months or, in case of an appointment in lieu of an absent employee, is not 
to exceed the authorized absence of that employee. 
 
 
Reference Merit Rule 7.4.3 (A) –Eligibility for Appointment 
Limited term appointments shall be made from eligibility lists and employment lists in 
accordance with procedures for regular appointments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Vargas, Alexandra Health Assistant Health Services 08/09/21-08/30/21 08/09/16 

Kiss, Hannah Program 
Specialist 

SMC/UCLA  
STEM Initiative 08/30/21-11/30/21 08/15/18 

Arango, Maria 
Registered 
Nurse-Health 
Services 

Health Services 08/16/21-08/30/21 01/15/16 

Guzman, Scott Student Services 
Clerk Health Services 08/24/21-08/24/21 07/25/18 

Austin, Harald Student Services 
Clerk Health Services 08/24/21-10/29/21 02/03/15 

Van Hemelrijck, 
Erin 

Student Services 
Clerk Health Services 08/24/21-10/29/21 07/25/18 
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AGENDA REPORT NO. 9 

SUBJECT: APPOINTMENTS TO PROVISIONAL ASSIGNMENTS 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
BY:  José A. Guzmán, 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* 
Brundage, Kirk Accompanist-Dance Dance 08/04/21-12/31/21 
Carbone, John Accompanist-Dance Dance 08/04/21-12/31/21 
Halacy, Dylan Accompanist-Dance Dance 08/04/21-12/31/21 
Osipova, Yelena Accompanist-Dance Dance 08/04/21-12/31/21 
Plotkin, Alla Accompanist-Dance Dance 08/04/21-12/31/21 
Soro, Gnenemon Accompanist-Dance Dance 08/04/21-12/31/21 
Sow, E. Malick Accompanist-Dance Dance 08/04/21-12/31/21 
Ter-Avanesova, Nonna Accompanist-Dance Dance 08/04/21-12/31/21 
Walker, Frederick Accompanist-Dance Dance 08/04/21-12/31/21 

Heskin, Alyssa Case Management 
Coordinator Care Prevention Team 08/24/21-11/23/21 

Coleman, Dareyl Health Assistant Health Services 08/03/21-11/30/21 
Espinoza III, Carlos Health Assistant Health Services 08/31/21-10/30/21 
Hernandez, Elizabeth Health Assistant Health Services 08/03/21-11/30/21 
Abdulhafiz, Meymuna Student Services Clerk Health Services 08/24/21-10/29/21 
Brown, Carla Student Services Clerk Health Services 08/24/21-10/29/21 
Eichen, John Student Services Clerk Health Services 08/24/21-10/29/21 
Lopez, Vanessa Student Services Clerk Health Services 08/24/21-10/29/21 
Muñoz, María (Angela) Student Services Clerk Health Services 08/23/21-10/29/21 
Robles Jr., Jose Student Services Clerk Health Services 08/23/21-10/29/21 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
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AGENDA REPORT NO. 10 
 
SUBJECT: RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS 

ASSIGNMENTS  
 
DATE:   September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
It is recommended that the Personnel Commission approve the following working out of 
class assignment(s). 
 

I. Working out of Class Assignment (Provisional) 
Name/Permanent Class Provisional WOC Assignment* Dates of Current 

Assignment 
Jose Cesar Casillas,  
Financial Aid & Scholarships Specialist 

Financial Aid Systems Specialist 
@ less than 50% 05/18/21 to 09/23/21 

Paul Trautwein,  
Web Services Coordinator 

Web Content and Social Media 
Manager 10/1/2021 to 2/22/2022 

 
3.2.10 WORKING OUT OF CLASS  
(Education Code Section 88010, 88087, 88105-88107)  
 

A. Concept of Working Out of Classification  

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

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

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

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

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

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

11.7.1 Definition: 

Working out of classification assignments shall not exceed a period of ninety (90) working 
days per fiscal year and no more than ninety (90) days in any one hundred eighty (180) 
day period. 

11.7.3 Compensation: 

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

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

11.4 Salary on Promotion 

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

RECOMMENDATION 

It is recommended that the Personnel Commission approve the requests for working out 
of class and limited term assignments for the appropriate stipend as indicated under the 
above applicable sections of CSEA, Chapter 36, Article 11.7, and Merit Rules 3.2.10 
and 7.4. 
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AGENDA REPORT NO. 11  
 
SUBJECT: EXAMINATION SCHEDULE 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
It is recommended that the Personnel Commission approve the following Examination 
Schedule: 

 

Class Title Field of Competition Time 
Administrative Assistant I Promotional & Open 3 Weeks 

Administrative Assistant II Promotional & Open 3 Weeks 

Cosmetology Assistant Promotional & Open 3 Weeks 

Custodial Operations Supervisor Promotional 3 Weeks 

Director of Web and Social Media Strategy Merged Promotional & Open 3 Weeks 

Enterprise Business Services Specialist Promotional 3 Weeks 

Grounds Supervisor Promotional & Open 3 Weeks 

Health Assistant Promotional & Open 3 Weeks 

Instructional Assistant – Math Promotional & Open 3 Weeks 

Lead Receiving, Stockroom  
and Delivery Worker Promotional 3 Weeks 

Research and Planning Analyst Promotional & Open 3 Weeks 
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AGENDA REPORT NO. 12 
 
SUBJECT: RATIFICATION OF ELIGIBILITY LISTS: 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 

BY:  José A. Guzmán, Personnel Technician 

 

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

Class Title Field of 
Competition Promotional Total On 

List 
Expiration 

Date 
Director of the Santa Monica 
College Foundation 

Promotional  
& Open 0 1 8/22/2022 

Sign Language Interpreter III Promotional  
& Open 0 7 08/30/2022 
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AGENDA REPORT NO. 13  
 
SUBJECT: MEETING MINUTES 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
 
 

The following minutes are presented for the Commission’s review and approval: 

1. August 18, 2021 Regular PC Minutes 
2. September 7, 2021 Special PC Minutes 
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AGENDA REPORT NO.  14 
 
SUBJECT: CLASSIFICATION & COMPENSATION TRACKING 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
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AGENDA REPORT NO. 15 
 
SUBJECT: RECRUITMENT AND EXAMINATION STATUS REPORT 
 
DATE:  September 15, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of the Personnel Commission 
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VI.       MEETING ADJOURNED AT 12:38PM. 

 

DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Barbara Greenstein 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
 

 

Regular 
Meeting Day 

Regular  
Meeting Month 

Regular 
Meeting Date 

Scheduled 
Time 

Meeting 
Location 

Wednesday July 2021 21 12:00 PM ONLINE 
Wednesday August 2021 18 12:00 PM ONLINE 
Wednesday September 2021 15 12:00 PM ONLINE 
Wednesday October 2021 20 12:00 PM ONLINE 
Wednesday November 2021 17 12:00 PM ONLINE 
Wednesday December 2021 15 12:00 PM ONLINE 
Wednesday January 2022 19 12:00 PM TBD 
Wednesday February 2022 16 12:00 PM TBD 
Wednesday March 2022 16 12:00 PM TBD 
Wednesday April 2022 20 12:00 PM TBD 
Wednesday May 2022 18 12:00 PM TBD 
Wednesday June 2022 15 12:00 PM TBD 

 

 

As required by law, this agenda for the Wednesday, September 15, 2021                
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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