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PUBLIC PARTICIPATION FOR VIRTUAL MEETINGS

During the COVID-19 (Coronavirus) Global Pandemic, the Board of Trustees has determined
in accordance with Government Code Section 54953 that as a result of the ongoing
emergency that meeting in person would present imminent risks to the health and safety of the
attendees at public meetings. The Zoom format used for College public meetings ensures
public participation and provides an opportunity for the public to directly address the body.
Members of the public have the right to request to make public comments until such time as
the public comment period is over. Members of the public may address the Committee and
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 meeting shall send
an email to personnel_commission@smc.edu, by no later than 3:00 PM. on Thursday,
December 2, 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.

e 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.

e 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.

e 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.

Any person who disrupts, disturbs, or otherwise impedes the orderly conduct of any meeting
by uttering loud, threatening, or abusive language or engaging in disorderly conduct, shall, at
the discretion of the presiding officer or majority of the Committee, 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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PUBLIC SESSION: 4:00 P.M.
I. ORGANIZATIONAL FUNCTIONS
A. Call to Order 4:01p.m.

B. Roll Call

Commissioner Present Absent

Dr. Joseph Metoyer, Jr. , Chair

Joy Abbott, Vice Chair

Deborah Jansen

Lawrence Leone

XX | XXX

Barbara Greenstein

C. Comments and Informational Reports
D. Public Comments (Non Actionable Comments from those in attendance)

No Comments

Il. AGENDA REPORTS - MAJOR ITEMS OF BUSINESS

# | Item

Page

NEW CLASS DESCRIPTION & SALARY ALLOCATION:
HUMAN RESOURCES ANALYST — OPERATIONS

POSITION RECLASSIFICATION:
2 | HUMAN RESOURCES TECHNICIAN TO
HUMAN RESOURCES ANALYST — OPERATIONS

11

EXAMINATION SCHEDULE:
o ADMINISTRATIVE ASSISTANT [1I-CONFIDENTIAL
e CUSTOMER SERVICE ASSISTANT
o ENTERPRISE BUSINESS SERVICES SPECIALIST

13

RATIFICATION OF WORKING OUT OF CLASS AND INTERNAL LIMITED

TERM ASSIGNMENTS

14

lll. ADJOURNMENT
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Agenda Report No. 1
Subject NEW CLASS DESCRIPTION & SALARY ALLOCATION:
HUMAN RESOURCES ANALYST — OPERATIONS

Date December 2, 2021

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

By John Linke, Supervising Personnel Analyst
BACKGROUND

Attached for your approval is a new classification description and salary allocation for Human
Resources Analyst — Operations.

In response to a submitted ad-hoc study request, Personnel Commission staff conducted a study of the
Human Resources Technician position in the Human Resources Department. Based on the information
gathered, a new classification is proposed to include duties related to developing business and systems
processes, and planning and implementing large-scale human resources initiatives. This new role will
report to the Dean of Human Resources or designee.

VP of Human

Resources

Dean of Human
Resources

Human Resources

Human Resources
Technician Specialist

Human Resources

Analyst -
Operations
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METHODOLOGY

An ad-hoc study request was submitted to the Personnel Commission on July 14, 2021. Personnel
Commission staff subsequently interviewed Delia Padilla, Human Resources Technician, and
Tre’Shawn Hall-Baker, Dean of Human Resources, to gather additional details about the nature and
level of duties assigned and performed, as well as the timeframe during which these duties were
performed. Higher-level duties were identified, and the role was reviewed with Dr. Hall-Baker to
determine if performed 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 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 the Human Resources occupational series, and that 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 by senior leadership.

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. This position will:

e Plan, develop and implement large-scale human resources initiatives
o Develop and modify human resources operational and systems processes in support of day-
to-day operations activities and large-scale initiatives.

A comprehensive salary survey of 16 comparable agencies was conducted to examine industry trends
and determine current salary ranking. Sufficient market data was not available to utilize the percentile
ranking method of salary placement (i.e., at least 30% of surveyed jobs should be matched). As a
result, salary allocation is recommended based on internal alignment. Commission staff found that
other agencies used broader classifications that do not require knowledge of HR operational
procedures and processes, employed highly technical roles that focused on defining, developing and
testing system enhancements, or required specialized knowledge of core HR functions, such as
employee and labor relations.

SALARY ALLOCATION

Based on job evaluation results, Commission staff found that this proposed classification is comparable
to the Human Resources Analyst — Employee and Labor Relations (Confidential) and Human
Resources Analyst — Leaves and Benefits, in that these classifications utilize professional knowledge to
independently perform analytical tasks requiring discretion and judgment. Work performed has a
significant impact on District resources and employees, and involves regular collaboration with internal
and/or external stakeholders. The Human Resources Analyst — Employee and Labor Relations
(Confidential) is currently allocated to Range 52 on the Classified Confidential Salary Schedule; the
Human Resources Analyst — Leaves and Benefits is currently allocated to Range 51 on the Classified
Salary Schedule. Accounting for the one-range increase that is granted to Confidential employees, it is
recommended that the salary for the newly proposed classification be allocated to

Range 51 ($7,610 to $9,248 per month) on the Classified Employee Salary Schedule.
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% DIFF
JOB TITLE MIN MAX RANGE BETWEEN
LEVELS
Human Resources Analyst —
Employee and Labor Relations $7,793 $9,473 C52 2.43%
(Confidential)
Human Resources Analyst — 0
Leaves and Benefits $7.610 $9,248 51 0.00%
Human Resources Analyst — o
Operations (Proposed) $7,610 $9,248 1 37.37%
Human Resources Technician $5,538 $6,732 38

The proposal for this new classification was sent for review to Department leadership, Business
Services, CSEA, and the College Superintendent/President.

RECOMMENDATION

It is recommended that the Commission approve the attached new class description and salary
allocation for Human Resources Analyst — Operations.

Disposition by the Commission

Motion made by: Joy Abbott
Seconded by: Lawrence Leone
Ayes: 5

Nays: 0

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

Human Resources Analyst — Operations

CONCEPT OF THE CLASS

Positions in this classification have primary responsibility for performing a variety of complex,
professional and technical work related to District-wide human resources operations, including
gathering and analyzing information used in management decision-making, the development and
modification of human resources operational processes, technology changes, and the planning
and implementation of human resources initiatives.

DISTINGUISHING CHARACTERISTICS

The Human Resources Analyst - Operations performs a variety of complex, professional
analytical and technical functions for major administrative human resources operations, including
collaborating with District departments and external stakeholders, and coordinating large-scale
projects with a significant impact on management decision-making, District resources, and large
groups of employees. Incumbents oversee and participate in a wide-range of technical human
resources operations activities, including wage administration and employment transactions and
records. Work is performed using independent judgment and discretion, with substantial authority
and individual accountability for decision-making and work results.

The Human Resources Technician performs advanced journey level technical duties to support
assigned Human Resources functions related to employment transactions and records,
onboarding and academic recruitment, retirement, and wage administration, and provides lead
direction to assigned staff.

Human Resources Analyst-Leaves and Benefits performs a full range of journey-level,
professional human resources duties in the areas of leaves management, disability interactive
process, benefits, return to work program, and related data analysis and reporting.

Human Resources Analyst-Employee and Labor Relations performs a full range of journey-
level, professional human resources duties in the areas of labor and employee relations, Title IX,
Title 5, and corresponding workplace investigations.

ESSENTIAL DUTIES

Qversees and participates in human resources operations activities, including position control,
salary schedule administration and maintenance, and new employee processing; reviews the
work of staff in assigned areas to ensure accuracy and compliance with applicable laws, rules,
regulations, and collective bargaining agreements..

Serves in a lead capacity on projects; provides training and/or monitors implementation of new or
revised policies, procedures or systems.

Reviews, interprets, applies, and explains related provisions of rules, laws and regulations,
District policies, collective bargaining agreements, and other complex materials related to the
administration of assigned programs and services.

Participates in the planning and coordination of human resources projects by collaborating with
internal and external stakeholders to establish project parameters, deliverables, timelines, and
implementation processes.

Researches, evaluates, recommends, and documents human resources business and systems
processes to accommodate new or modified operational requirements and identify best practice
systems solutions; assesses the feasibility and impact of potential changes on related operational
functions.
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In collaboration with stakeholders, develops guides and communications to facilitate
implementation and employee understanding of human resources initiatives, and new or revised
policies, procedures, or systems.

Prepares and maintains a variety of technical documents, records, databases, spreadsheets, and
files to support the implementation of HR initiatives.

Gathers, compiles, analyzes, summarizes, and interprets data related to human resources
operational and systems processes, wage administration, and other human resources operations.

Performs advanced research and obtains supporting documentation to initiate, verify or complete
assignments, including employment documents and forms, statistical files, and charts on salaries
and other information; prepares federal, state, and internal reports; compiles data from personnel
records and prepares reports for classified, academic and student employees.

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, the employee receives assignments and is expected to carry them
through to completion with substantial independence.

Level of Supervision Exercised:

Positions in this classification may serve in a lead capacity over assigned human resources staff
or student workers.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Practices, procedures and systems utilized in human resources

District human resources policies, centractual agreements, laws and regulations pertaining to
academic and classified personnel

Principles and techniques of project management, and process analysis and improvement

Timelines, processes, and logistical considerations pertinent to wage administration and payroll
processing and distribution

Generally accepted human resources principles and practices
Recordkeeping and reporting procedures

Related computer applications, software and databases for data collection, analysis, tracking,
reporting, publications and presentations

Ability to

Analyze and understand the interconnection of human resources initiatives to related areas, such
as payroll and information technology

Effectively utilize computer applications to design records, create and maintain files, manipulate
and analyze data, develop and format reports, and publish final documents

Stay abreast of technology changes and adapt to new technologies
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Compose clear, grammatically correct, well-constructed correspondence, reports, and
informational materials

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

Organize and maintain specialized and/or confidential files, systems, databases, and
spreadsheets, ensuring security, integrity, accuracy, and privacy requirements are met

Apply laws, rules, regulations, collective bargaining agreements, and District policies and
procedures affecting assigned operations; understand and interpret legal codes, technical
materials and administrative policies, reports, and directives

Use techniques of business process and functional systems analysis to systematically analyze
enterprise-wide human resources operations issues and present potential solutions to
management

Estimate project requirements and organize, coordinate and collaborate with internal and external
stakeholders to plan and implement human resources initiatives.

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

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

Maintain composure and focus with a high workload, competing and conflicting demands and
multiple interruptions

Model professional integrity and exceptional internal and external customer service
Train and provide work direction to others
Establish and maintain effective working relationships with District management, staff, students,

the public and others encountered in the course of work, in a diverse, multicultural and multi-
ethnic educational environment

MINIMUM QUALIFICATIONS

Education Requirement:
Bachelor’'s degree from an accredited university or college.

Experience Requirement:

Three (3) years of technical and analytical experience compiling and analyzing data or business
processes in human resources cr business operations. Experience working in higher education is
preferred.

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

Licensure and/or Certification:
Related professional certifications are 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.
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Normal Office Environment:

While performing the duties of this job the employee is regularly required to sit, use hands to
keyboard, type, or handle materials, and talk and/or hear. The employee is 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: Human Resources/Personnel Commission
FLSA Status Non-Exempt
Personnel Commission Approval Date:  12/2/2021
Class History New Class
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Agenda Report No. 2
Subject POSITION RECLASSIFICATION:

HUMAN RESOURCES TECHNICIAN TO

HUMAN RESOURCES ANALYST — OPERATIONS

Date December 2, 2021
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission
By John Linke
BACKGROUND

In response to an ad-hoc study request submitted in July 2021, Personnel Commission staff conducted
a study of the Human Resources Technician position in the Human Resources Department. A
reclassification study was initiated to gather additional details and timelines for higher level work
assigned to determine if a reclassification is warranted. Ms. Padilla has been in the Human Resources
Technician classification since January 1, 2007.

METHODOLOGY

An ad-hoc request form was submitted to the Personnel Commission on July 14, 2021. Personnel
Commission staff interviewed Ms. Padilla and Tre’Shawn Hall-Baker, Dean of Human Resources, to
gather additional details about the nature and level of duties assigned and performed, as well as the
timeframe during which these duties were performed.

ANALYSIS

Key factors assessed when studying a position or classification include the knowledge required for the
position, level of complexity, scope of responsibility, nature and purpose of contacts, degree of
decision-making authority, and consequence of error.

A review of the ad-hoc request form, as well as follow-up conversations with the incumbent and HR
management indicate that this position develops business and systems processes, and plans and
implements large-scale human resources initiatives with a high degree of independence.

FINDINGS

¢ Ms. Padilla qualifies for reclassification because her position is required to plan and implement
large-scale human resources initiatives in collaboration with internal and external stakeholders;
these duties require a comprehensive understanding of operational processes and systems
related to human resources, as well as regulations and processes that govern the administration
of related functions, such as payroll and retirement. Duties constitute a substantial part of the
role, are required to support normal department and District operations, and cannot be
absorbed by other staff members.

e Based on information gathered from the incumbent and her supervisor, Ms. Padilla has been
assigned to perform these duties through gradual accretion for at least two years.

e Based on the duties assigned and the knowledge, skills and abilities required, the newly
established Human Resources Analyst — Operations classification encompasses the majority of
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the incumbent’s essential duties in terms of knowledge, complexity, scope and effect of work,
decision making, and nature and purpose of contacts.

Applicable Rules:

In order to qualify for reclassification, the change in duties and responsibilities must occur
through a gradual accretion of duties and not occasioned by the sudden assignment of wholly
new duties. (Merit Rule 3.3.1.B (3))

Merit Rule 3.3.2 defines gradual accretion of duties as “occurring over two (2) or more years of
regular service.”

Determination as to whether gradual accretion has occurred will be based on the date the
incumbent began the performance of the newly acquired duties and responsibilities, and clear
and convincing evidence of the employee’s continuing performance of the added duties and
responsibilities. (Merit Rule 3.3.3 (B)(C))

At least two (2) years must elapse before another request for reclassification can be initiated for
the same position. (Merit Rule. 3.3.4.G)

Changes in classification and salary resulting from the permanent reclassification of a position
shall be effective no later than the first day of the month following the date on which the
Personnel Commission takes action to approve reclassification of the position, provided the
employee is eligible to be reclassified with his/her position without examination. (Merit Rule
3.3.7A(1))

RECOMMENDATION

It is recommended that the Commission reclassify Ms. Padilla’s position from a Human Resources
Technician to a Human Resources Analyst — Operations, with a reclassification effective date of
December 8, 2021.

Disposition by the Commission

Motion made by: Barbara Greenstein
Seconded by: Lawrence Leone
Ayes: 5

Nays: 0

Abstentions: 0
Amendments/Comments
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Agenda Report No.

3

Subject

EXAMINATION SCHEDULE:
o ADMINISTRATIVE ASSISTANT I[II-CONFIDENTIAL
e CUSTOMER SERVICE ASSISTANT
e ENTERPRISE BUSINESS SERVICES SPECIALIST

Date December 2, 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 |ll — Confidential Promotlppal and Open 3 weeks
Competitive

Customer Service Assistant Promotlpnal and Open 3 weeks
Competitive

Enterprise Business Services Specialist Promotlgnal and Open 3 weeks
Competitive

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 RATIFICATION OF WORKING OUT OF CLASS AND
INTERNAL LIMITED TERM ASSIGNMENTS

Date December 2, 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 and internal

limited term assignment(s).

I. Working Out of Class (Provisional)

Name/Permanent Class

WOC (Provisional)
Assignment*

Dates of Current Assignment

LaToya Hightower,
Student Services Clerk

International Student Services
Specialist

11/29/2021 to 3/31/2022

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

**Pending PBAR approval.

Merit Rule 3.2.10 Working Out of Class
(Education Code Section 88010, 88087, 88106 - 88108)

3.2.10

A. CONCEPT OF WORKING OUT OF CLASSIFICATION

1. Each classified employee shall be required to perform the duties of the position
approved by the Board and classified by the Personnel Commission for the class

to which he or she is assigned. An employee may be required to perform other
related duties consistent with the concept of the classification to which the

position is assigned.

2. Classified employees shall not be required to perform duties and responsibilities
which are not fixed and prescribed for their positions or are not consistent with

the concept of the classification of their current position for any period of time

which exceeds five (5) working days within a fifteen (15) calendar day period, or
equivalent (i.e., four 10-hour working days within a fifteen (15) calendar day

period) except as provided by this rule.

3. Working out of class assignments are designed for temporary situations and shall
not be used to place an employee in a long-term or permanent assignment in a

higher or different classification. No employee shall be assigned to work out of

class beyond the time limits specified in Merit Rule 7.2 (Provisional

Appointments) and Merit Rule 7.4 (Limited Term Appointments).

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

3. The Director of Classified Personnel will advise the Office of Human Resources
of the findings and shall present those findings, including the recommended pay
differential, to the Personnel Commission for approval. Confirmation of this

approval shall then be sent by the Personnel Commission to the Supervisor and
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the employee, and forwarded to the Board of Trustees for final approval.

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

11.7 Work out of Classification
11.7.1 Definition:

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

11.7.3 Compensation:

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

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

11.4 Salary on Promotion

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

Merit Rule 7.4 Limited Term (Temporary) Appointments (Education Code Section 88105)

741 LIMITED TERM POSITIONS DEFINED

A. Positions established to perform duties which are not expected to exceed six months in one
fiscal year shall be designated as temporary limited-term positions.

B. Positions established to replace temporarily absent employees shall be designated as
substituted limited-term positions.

7.4.2 PROCEDURE FOR ESTABLISHMENT OF LIMITED-TERM POSITIONS

C. When a temporary or substitute limited-term position is established, the appointing authority
shall notify the Director of Classified Personnel in writing of the hours, starting date, and
probably length of the assignment. Establishment of limited-term positions shall be subject
to ratification by the Board of Trustees at their next regular meeting.

D. Substitute limited-term appointments may be made for the duration of the absence of a
regular employee but need not be for the full duration of the absence. The appointment may
be in the same class as that of the absent employee or the duties may be reduced in level
and the appointment may be made in a lower class. The duration of the appointment shall
not exceed the authorized dates of absence of the regular employee.
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7.4.3 ELIGIBILITY FOR APPOINTMENT

A. Limited-term appointments shall be made from eligibility lists and employment lists in
accordance with procedures for regular appointments.

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.

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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IV. MEETING ADJOURNED at 4:06 p.m.

Disposition by the Commission

Motion made by: Deborah Jansen
Seconded by: Barbara Greenstein
Ayes: 5

Nays: 0

Abstentions: 0
Amendments/Comments

Regular Regular Regular .

Mez‘:i%l\tcl]la[;ay Meeting Meeting Meeting SCI_}?::t;bd Il_\g ?:zttlillgr’\

Date Month Year

*Thursday 2 December 2021 4:00PM ONLINE

Wednesday 15 December 2021 12:00 PM ONLINE
Wednesday 19 January 2022 12:00 PM TBD
Wednesday 16 February 2022 12:00 PM TBD
Wednesday 16 March 2022 12:00 PM TBD
Wednesday 20 April 2022 12:00 PM TBD
Wednesday 18 May 2022 12:00 PM TBD
Wednesday 15 June 2022 12:00 PM TBD

*SPECIAL MEETING DATE & TIME
As required by law, this agenda for the Thursday, December 2, 2021, Special Meeting of the

Santa Monica College Personnel Commission was posted on the official District website no
later than 24 hours prior to the date and time of this meeting.
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