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Public Session: 12:00 p.m. 

I. Organizational Functions 

a. Call to Order 

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  

c. Director’s Report 

Classification Studies 
In response to an equity audit of Santa Monica College, the Personnel Commission 
recommended adding a common group of “knowledge and abilities” to all class descriptions 
that more effectively represent the District’s DEIA priorities. There are a total of four additions 
being recommended in Agenda Item #3: two additions which will apply to all classifications, and 
two additions that will apply only to classified management and classified administrator 
descriptions.  
 
Staff submitted seven new classifications, one salary reallocation, one classification revision and 
requested approval for the new classifications in preparation for upcoming recruitments which 
are not part of the current cyclical classification studies.  
 
Staff are currently reviewing classifications and salaries for 29 classifications which are part of 
the cyclical studies. Additional reviews occurring outside of the cyclical studies include requests 
for two new classifications, two classification revisions, three position reclassifications, and two 
requests for salary reviews of individual positions.   
 
The next group of studies to be presented will fall under Campus Safety. When staff has 
completed that group, the Personnel Commission will move forward with the Instructional 
Assistants. 
 
Recruitment 
Personnel Commission staff presented four eligibility lists for approval: Campus Safety Officer, 
Instructional and Universal Designer, Stage Construction Technician, and Veterans Resource 
Specialist.  Approval was requested to open 15 new recruitments with seven recruitments in 
process, and five more recruitments upcoming, in addition to the 15 presented today.   
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Merit Rules Advisory Committee Update 
The Merit Rules Advisory Committee completed and submitted revisions of Chapter 14 for a 
first reading. This chapter covers Disciplinary Actions and Appeals. The Second Reading will 
occur in August as the Merit Rules Committee will not convene in July. 
 
Update on Diversity, Equity, Inclusion, and Accessibility (DEIA) Initiatives in the Personnel 
Commission 
Agenda Item #4 provides an overview of current practices that support DEIA initiatives at Santa 
Monica College and recommendations for additional initiatives we plan to implement during 
the upcoming fiscal year. 
 

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

i. Recognition of Employee Longevity-June 2023 

5 YEARS 
Sandra Hernandez, Administrative Assistant II, Financial Aid 
Reggie Thomas, Custodian, Operations 
 Christopher Bonvenuto congratulated Reggie on 5 years with Santa Monica College. 
10 YEARS 
Kathleen Colimitras, Human Resources Specialist, Human Resources 

Sherrie Lee Lewis and Christopher Bonvenuto congratulated Kathleen on 10 years with 
Santa Monica College. 

Tamika Phillips, Administrative Assistant I, Psychology 
15 YEARS 
Valentin Caiseros, Irrigation Systems Specialist, Grounds 
 Christopher Bonvenuto congratulated Valentin on 15 years with Santa Monica College. 
25 YEARS 
David Dever, Director of Auxiliary Services, Auxiliary Services 

Christopher Bonvenuto, Mitchell Heskell, Rosa Albano and Ofelia Meza congratulated 
David on 25 years with Santa Monica College. 

Yim “Fai” Fong, Senior Programmer Analyst, Management Information Systems 
Christopher Bonvenuto congratulated Fai on 25 years with Santa Monica College. 

 
e. Comments from the Vice President of Human Resources 

VP Sherrie Lee-Lewis congratulated and thanked all Longevity celebrants.  She reflected on the 

recent Graduation Ceremony and announced that Summer Session is underway with a steady 

enrollment of students in online courses and in person.  Ms. Lee-Lewis encouraged all to attend 

the upcoming July Board of Trustees meeting to stay informed of Budgetary changes. 

f. Comments from the CSEA Chapter 36 Representative 
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No Comment. 

g. Comments from the Management Association President 

Scott Silverman congratulated and thanked the Longevity awardees and all Classified Staff. 

h. Comments from the Personnel Commission Staff 

No Comment. 

i. Comments from the Personnel Commissioners 

No Comment. 

II. Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 
1 Meeting Calendar for Fiscal Year 2023-2024 4 

2 
First Reading of Amendments to Rules and Regulations of the 
Classified Service-Chapter 14: Disciplinary Action and Appeals  
(No Action to be Taken) 

5 

3 Request for Approval of Classification Revisions: Knowledge, Skills & 
Abilities Section for All Classified Job Descriptions 22 

4 DEIA Initiative in the Personnel Commission 24 

5 New Class Description and Salary Allocation:  
Senior Grounds Equipment Operator 26 

6 Revisions to Class Description and Salary Reallocation: 
Accounts Payable Supervisor 34 

7 Salary Reallocation: 
Payroll Manger 45 

8 Approval of Advanced Step Placement:  
Instructional Assistant – Learning Disabilities 48 

9 Request to Certify from Alternate Eligibility List: 
Accounting Specialist 49 

10 Class Description Correction: 
Event Scheduling Specialist 50 

11 

New Classifications Descriptions and Salary Allocation for Facilities 
Maintenance and Operations: 
DIRECTOR OF FACILITIES MAINTENANCE 
DIRECTOR OF FACILITIES OPERATIONS 
MECHANICAL SYSTEMS MANAGER 
CONSTRUCTION MAINTENANCE MANAGER 
GROUNDS MANAGER 
CUSTODIAL OPERATIONS MANAGER 

57 
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III. Consent Agenda: All items to be considered and approved in one motion unless 
removed by a Commissioner for discussion 

Report 
Number Subject Page 

Number 

12 

Examination Schedule: 
Academic Records Evaluator 
Accounting Specialist 
Community College Police Captain 
Construction Maintenance Manager 
Custodial Operations Manager 
Director of Facilities Maintenance 
Director of Facilities Operations 
Director of Facilities Programming 
Grounds Manager 
Human Resources Specialist 
Instructional Assistant-ESL 
Mechanical Systems Manager 
Senior Grounds Equipment Operator 
Student Services Specialist 
Web Content Developer 

88 

13 
Certification of Seniority Lists:  
Director of Public Information 
Lead Laboratory Technician-Art 

89 

14 Ratification of Limited Term Assignments 91 
15 Appointments to Limited Term Positions 92 
16 Appointments to Provisional Assignments 94 
17 Ratification of Working Out of Class Assignments 95 

18 
Ratification of Meeting Minutes: 
Regular Meeting Minutes-May 17, 2023 
Special Meeting Minutes-May 31, 2023 

99 

19 

Ratification of Eligibility List: 
Campus Safety Officer 
Instructional & Universal Designer 
Stage Construction Technician 
Veterans Resource Specialist  

100 

20 Extension of Eligibility Lists 101 
21 Personnel Commission Project Status Report 103 

IV. Adjournment 
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Agenda Report Number 1 
Subject Meeting Calendar for Fiscal Year 2023-2024 
Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 

Weekday Month Day Year Time 
Wednesday July 20 2023 12:00 p.m. 
Wednesday August 16 2023 12:00 p.m. 
Wednesday September 20 2023 12:00 p.m. 
Wednesday October 18 2023 12:00 p.m. 
Wednesday November 15 2023 12:00 p.m. 
Wednesday December 20 2023 12:00 p.m. 
Wednesday January 17 2024 12:00 p.m. 
Wednesday February 21 2024 12:00 p.m. 
Wednesday March 20 2024 12:00 p.m. 
Wednesday April 17 2024 12:00 p.m. 
Wednesday May 15 2024 12:00 p.m. 
Wednesday June 19 2024 12:00 p.m. 

 
**June 19, 2024, is a District Holiday and the College will be closed. 
 
A motion was made to the adopt the following corrected/revised calendar: 
 

Weekday Month Day Year Time 
Thursday July 20 2023 12:00 p.m. 
Wednesday August 16 2023 12:00 p.m. 
Wednesday September 20 2023 12:00 p.m. 
Wednesday October 18 2023 12:00 p.m. 
Wednesday November 15 2023 12:00 p.m. 
Wednesday December 20 2023 12:00 p.m. 
Wednesday January 17 2024 12:00 p.m. 
Wednesday February 21 2024 12:00 p.m. 
Wednesday March 20 2024 12:00 p.m. 
Wednesday April 17 2024 12:00 p.m. 
Wednesday May 15 2024 12:00 p.m. 
Thursday June 20 2024 12:00 p.m. 
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Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Joy Abbott 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments Campus Counsel informed attendees that Fall 

2023 would transition to another provision of 
the Brown Act that will require that a majority 
of the Personnel Commissioners be present, in-
person.  
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Agenda Report Number 2 

Subject 
First Reading of Amendments to Rules and Regulations of the 
Classified Service-Chapter 14: Disciplinary Action and Appeals  
(No Action to be Taken) 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 
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Agenda Report Number 3 

Subject Request for Approval of Classification Revisions: Knowledge, 
Skills & Abilities Section for All Classified Job Descriptions 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Amy Gurjian, Classification & Compensation Manager 
 
 BACKGROUND 
 
In an effort to update current Knowledge, Skills & Abilities (KSA) requirements in our job 
descriptions to reflect College Diversity, Equity, Inclusion, and Accessibility (DEIA) priorities, we 
are recommending the following changes across all descriptions for the classified service: 
 
Remove current ability requirement in the KSA section: 
 

• 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 

 
Add new ability requirements in the KSA section: 

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

• Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and 
participate in related training 

• Directors and higher only: Recognize practices that perpetuate inequity and respond 
appropriately by formulating and implementing recommendations for equity-minded 
practices and eliminating barriers to success in all areas of responsibility  

• Directors and higher only: Promote, support, educate, and hold accountable for results of 
equity-enhancing efforts, fostering a culture of care, inclusivity, belonging, and mutual 
respect 
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The following sources were used to develop new requirements: 
 
Hotep Equity Audit 
Santa Monica College Student Equity Plan 
Santa Monica College EEO Plan 
California Community Colleges Chancellor’s Office (CCCCO) DEI Statement, Title 5 CCR 51201 
CCCCO EEO/Diversity Best Practices Handbook 
Community Policing, Title 5 CCR 59704 
CCCCO Glossary of Terms 
 
Recommended changes have been sent for review to union partners, the Management 
Association, Business Services, Human Resources, and the Superintendent/President.   
 
RECOMMENDATION 
 
It is recommended that the Commission approve the KSA changes for all classified job 
descriptions as presented.   

 
 

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 Number 4 
Subject DEIA Initiative in the Personnel Commission 
Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
CURRENT STATUS 
 
Santa Monica College utilizes a merit system in conducting recruitments for all classified 
positions, and in overseeing the development and maintenance of a classification system that 
serves as a basis for ensuring equitable pay practices. A merit system provides for the selection 
and promotion of employees on the basis of merit and fitness, classification maintenance and 
salary allocation based on the concept of like pay for substantially similar work, without regard 
to race, ethnicity, gender, gender identify, sexual orientation, socio-economic status, age, 
disability, religion, or other protected categories. 
 
Our Personnel Commission is responsible for the administration of the Merit System at Santa 
Monica College. To minimize barriers to employment that are not job-related, and to ensure 
compliance with the California Education Code Sections relevant to merit system operations 
(Section 88060 – 88139), we carry out these responsibilities through the following practices: 
 

• Ensuring hiring decisions are based solely on job-related factors. We utilize a content 
validation process outlined in the EEOC’s Uniform Guidelines for Employee Selection 
Procedures to link test and interview content and scoring standards to the most critical 
job requirements. We also utilize a competency modeling approach to job analysis that 
helps define a broader area for assessment.  

• Monitoring hiring committee outcomes to ensure decision criteria is job-related, driven 
by evidence, and not based on potential biases. 

• Recording all interviews and maintaining these recordings for a minimum of 90 calendar 
days to reference if needed for addressing complaints. 

• Allowing candidates to review their results, and to formally protest if they feel an 
evaluation was biased. The Director of the Personnel Commission has the authority to 
overturn any rating if evidence shows it was the result of a biased judgment. 

• Establishing minimum requirements for each job, based on job analysis data, to ensure 
that these requirements are relevant to the type and level of the job and do not unduly 
restrict candidate pool diversity. 

• Maintaining a system of continuous classification review to ensure job descriptions are 
updated and accurately reflect the level and nature of work required. 

• Monitoring and analysis of hiring process outcomes to assess their impact on candidate 
diversity and inform continuous improvement efforts. 
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The Personnel Commission utilizes a classification system for classified positions that ensures 
everyone with the same job title is paid within the same salary range, regardless of who they 
know, or their gender, race, ethnicity, and/or other protected categories. Differences in pay 
within the same classification are based solely on seniority, or on pre-defined criteria, such as 
bilingual stipends or shift differentials in accordance with applicable collective bargaining 
agreements or merit rules.  We utilize a Position Reclassification Study process as a remedy to 
address complaints related to pay equity within a job series. If our findings show that an 
employee has been performing duties regularly that are paid at a higher level, we have the 
authority to grant temporary working out of class pay or permanent reclassification to the 
higher-paying job. 
 
GENERAL INITIATIVES FOR 2023-2024 
 
In our ongoing commitment to continuous improvement in this area, Personnel Commission 
staff is planning to implement the following initiatives during the upcoming fiscal year: 

• Adding a common group of knowledge and skills to all class descriptions that will more 
effectively represent the District’s DEIA priorities. 

• Increasing the number and variety of recruitment sources we utilize in order to attract 
more diverse applicant pools, particularly in areas which are historically 
underrepresented. 

• Expanding our analysis of applicant and candidate pools in order to better identify tools 
and processes which have the greatest impact on improving the diversity within our 
workforce. 

• Committing ourselves to participate in ongoing DEIA training and development.  

 
RECOMMENDATION 
 
It is recommended that the Commission discuss and approve the initiatives presented in this 
report. 
 

 
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 Number 5 

Subject New Class Description and Salary Allocation:  
Senior Grounds Equipment Operator 

Date June 21, 2023 
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 class description and salary allocation for SENIOR GROUNDS 
EQUIPMENT OPERATOR. 
 
Personnel Commission staff received a request from the Facilities Department to create a lead 
role to oversee and assign the work of the Grounds Equipment Operator and Grounds Workers, 
in addition to performing related work. Commission staff worked with the Assistant Director of 
Facilities Operations to develop the new classification. The creation of this classification will 
assure coverage of every role in the Grounds department. 
 

 
 
 

 
 
 

Grounds 
Supervisor

Grounds 
Equipment 
Operator

Senior Grounds 
Equipment 
Operator

Grounds Worker

Assistant Director, 
Facilities Operations
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METHODOLOGY 
 
Personnel Commission staff worked with Dennis Biddle, Assistant Director of Facilities 
Operations to develop this new role. 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 a 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 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 and 
union partners.   
 
Commission staff will conduct further meetings with Department management prior to opening 
recruitment, in order to gather and analyze documentation for developing a recruitment plan 
and creating talent assessment 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:  
 

• Plans, schedules and assigns gardening and grounds maintenance activities. 
 

• Inspects and reviews the work of Grounds staff to ensure completion of assigned tasks.  
 

• Performs maintenance and repair of campus grounds, irrigation systems, walk-ways, 
parking areas and equipment; plans landscape designs and changes. 
 

• Assists Irrigation Specialist with installation of irrigation systems and/or components 
(lines, valves, sprinklers, time clocks, etc.) to ensure that systems are in proper working 
condition as needed.  
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A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current 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. 
 

AGENCY JOB TITLE MIN    MAX    MEDIAN   

Santa Monica College Senior Grounds Equipment 
Operator* $5,405 $6,570 $5,988 

Cerritos College Lead Groundskeeper  $5,149 $6,187 $5,668 
Contra Costa CCD Grounds Worker, Lead $5,564 $6,779 $6,172 
Foothill De Anza CCD Head Grounds Gardener $5,217 $6,925 $6,071 
Riverside CCD Senior Groundsperson $4,387 $5,344 $4,866 
State Center CCD Lead Groundskeeper Specialist $4,514 $5,552 $5,033 

Ventura County CCD Lead Grounds Maintenance 
Worker $4,324 $5,971 $5,148 

 Average $4,859 $6,126 $5,493 
 25th Percentile $4,419 $5,656 $5,061 
 50th Percentile $4,831 $6,079 $5,408 
 75th Percentile $5,200 $6,631 $5,970 
 80th Percentile $5,217 $6,779 $6,071 
 90th Percentile $5,425 $6,866 $6,121 
 SMC % RANK 90.8% 72.9% 75.8% 
 SMC Difference From AVG 10.1% 6.8% 8.3% 
 SMC Difference From MED 10.6% 7.5% 9.7% 

*Proposed title 
  

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. 
 
 
SALARY ALLOCATION 
 
It is recommended that the salary be allocated to RANGE 33 ($5,405 to $6,570 per month) on 
the Classified Employee Salary Schedule, placing the new salary at the 76th percentile ranking 
when compared to the market median.  
 
Salary allocation is justified given that it meets the College’s goal to target base median salary at 
or above the 70th percentile; one range lower would place market standing at the 69th 
percentile. The goal was to recommend a competitive salary to attract, motivate and retain 
qualified candidates through effective promotional paths.  
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Please see salary data for jobs in Grounds Services job discipline.  
 

JOB TITLE MIN    MAX   RANGE 
% DIFF 

BETWEEN 
LEVELS 

Grounds Supervisor $5,976  $7,264  M8 10.56% 
Irrigation Systems Specialist $5,405  $6,570  33 0.00% 
Senior Grounds Equipment Operator $5,405  $6,570  33 15.77% 
Grounds Equipment Operator $4,670  $5,675  27 13.00% 
Grounds Worker $4,131  $5,022  22  

 
The proposal for this new classification was sent for review to Department leadership, CSEA, 
Business Services, Human Resources, and the Superintendent/President. 
 
RECOMMENDATION  
It is recommended that the Commission approve the new class description and salary allocation 
for Senior Grounds Equipment Operator. 
 

  
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 Number 6 

Subject Revisions to Class Description and Salary Reallocation: 
Accounts Payable Supervisor 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By  August Faustino, Personnel Analyst 
 
BACKGROUND 
 
Attached for your approval are the class description revisions and salary reallocation for 
Accounts Payable Supervisor. 
 
In response to an ad-hoc study request submitted in October 2022, Personnel Commission staff 
conducted a study of the Accounts Payable Supervisor classification in Fiscal Services.  The 
Accounts Payable Supervisor position plans, organizes and supervises the day-to-day staff, 
operations, and activities of the District’s Accounts Payable Department.  
 
The Accounts Payable Supervisor classification was established on October 20, 1998. This 
classification has been revised several times since its establishment. The most recent revision 
was approved in October 2020. There is currently one permanent incumbent in this 
classification. The proposed changes will not adversely affect the incumbent. 
 
METHODOLOGY 
 
A Request for Ad-Hoc Classification Study Form and Position Description Questionnaire (PDQ) 
were submitted to the Commission on October 18, 2022.  Both forms were reviewed by 
Commission staff.  A job audit was conducted with the incumbent to gather additional details 
about the scope of responsibilities, level of complexity of the duties, knowledge required for the 
role and the timeframe during which these duties were performed. Interviews were conducted 
with the incumbent’s supervisor, Irma Haro, Controller, 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 classification description. Distinguishing 
characteristics were modified to delineate this classification from related roles, knowledge and 
abilities section was updated, minimum qualifications were updated and duties were added and 
modified to more accurately reflect the professional accounting responsibilities assigned to this 
classification. 
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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 the data gathered revisions to the class description are being proposed, to include a 
more accurate description of the work performed. The job analysis findings indicate that the 
responsibilities of the Accounts Payable Supervisor have gradually increased in complexity over 
the last two years.  The changes being presented serve to clarify the class concept, update the 
essential duties and KSAs (knowledge, skills, and abilities) and modify the distinguishing 
characteristics. This job is now responsible for performing complex professional accounting 
duties as well as being responsible for supervising the Accounts Payable Department.  
 
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). Several of our comparable agencies did not have an equivalent job similar to the 
nature and level of work required for this classification. At the majority of agencies comparable 
roles did not include both professional level accounting duties and supervisory duties in 
Accounts Payable.  As a result, the salary recommendation is based on internal comparison with 
similar roles at the College.   
 
SALARY REALLOCATION 
 
It is recommended that the salary for Accounts Payable Supervisor be reallocated from Range 
M14 of the Classified Management Salary Schedule ($6,918 to $8,408 per month) to Range M17 
($7,439 to $9,043 per month), a 7.5% increase. The proposed increase will be commensurate 
with the role’s increased complexity. The proposed reallocation will also align the salary for this 
classification with other classifications with similar job evaluation results and preserve salary 
differentials in the job family.  
 
The results of this study have been sent to Department Management, Business Services, Human 
Resources, and executive leadership.  
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, June 21, 2023 
 

 
 

38 

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

JOB TITLE REPORTS TO RANGE  MIN    MAX   

% DIFF 
BETWEEN 

LEVELS 
 

Chief Director of 
Business Services 

VP, Business 
Administration A21 $15,853 $17,478 47.74% 

Controller Chief Director of 
Business Services M32 $10,730 $13,042 21.55% 

Accounting Manager Controller M24 $8,828 $10,730 10.24% 
Payroll Manager* Chief Director of 

Business Services M20 $8,008 $9,732 7.65% 

Accounts Payable 
Supervisor Controller M17 $7,439 $9,043 10.53% 

Accountant Accounting 
Manager 

42 $6,730 $8,181  
27.63% 

Accounting Specialist Accounts Payable 
Supervisor 30 $5,022 $6,105  

*proposed in subsequent agenda item 
 

RECOMMENDATION 
It is recommended that the Commission approve the classification revisions and salary 
reallocation for the Accounts Payable Supervisor. 
 
FROM: $6,918 to $8,408 per month 
(Classified Management Salary Range M14) 
 
TO: $7,439 to $9,043 per month   
(Classified Management Salary Range M17) 
 
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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Agenda Report Number 7 

Subject Salary Reallocation: 
Payroll Manger 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By August Faustino, Personnel Analyst 
 

BACKGROUND 
 
Attached for your approval is the salary reallocation for Payroll Manager. 
The Personnel Commission received an ad-hoc study request to review the allocated salary. Ad-
hoc studies are requests made outside of the cyclical review calendar. This request was 
approved by senior management before a salary study was initiated. 
 
The Payroll Manager classification was established in December of 1977 and was most recently 
reviewed in April 2019 as part of the cyclical study. 
 
METHODOLOGY  
 
Personnel Commission staff conducted a comprehensive salary survey of comparable public 
agencies with positions that have comparable duties and responsibilities.  
 
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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AGENCY JOB TITLE MIN MAX MEDIAN 
Santa Monica College Payroll Manager $7,264 $8,828 $8,046 
Foothill De Anza CCD Payroll Supervisor $8,464 $11,349 $9,907 
Contra Costa CCD Payroll Services Supervisor $7,173 $8,740 $7,957 
Glendale Community 
College Payroll Supervisor $6,354 $8,104 $7,229 

Pasadena City College  Supervisor, Payroll $8,738 $10,685 $9,712 
Santa Barbara City College Payroll Manager $6,408 $7,808 $7,108 
Ventura County CCD Payroll Supervisor $6,787 $9,413 $8,100 

 Average $7,321 $9,350 $8,335 
 25th Percentile $6,503 $8,263 $7,411 
 50th Percentile $6,980 $9,077 $8,028 
 75th Percentile $8,141 $10,367 $9,309 
 80th Percentile $8,464 $10,685 $9,712 
 90th Percentile $8,601 $11,017 $9,809 
 SMC % RANK 61% 43% 52% 
 SMC Difference From AVG -1% -6% -4% 

 SMC Difference From 
MED 4% -3% 0% 

 
The current salary range for Payroll Manager is $7,264 to $8,828 per month (Classified 
Management Salary Range M16). In this survey, SMC’s position is at the 52% median percentile 
when compared to the market median. 
 
SALARY REALLOACTION 
 
It is recommended that the salary for Payroll Manager be reallocated from Range M16 of the 
Classified Management Salary Schedule ($7,264 to $8,828 per month) to Range M20 ($8,008 to 
$9,732 per month), a 10% increase. The proposed increase would place the median salary for 
this classification at the 70th percentile compared to the market, which meets the District’s goal 
to target the 70th percentile and will facilitate the College in attracting and retaining qualified 
candidates. The salary proposal for this classification has been sent for review to the incumbent, 
Business Services, Human Resources, and executive leadership. 
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Below is a chart of related classifications within the job discipline.  
 

JOB TITLE RANGE  MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Chief Director of Business 
Services A21 $15,853 $17,478 47.74% 

Controller M32 $10,730 $13,042 21.55% 
Accounting Manager M24 $8,828 $10,730 10.24% 
Payroll Manager (Proposed) M20 $8,008 $9,732 7.65% 
Accounts Payable Supervisor* M17 $7,439 $9,043 10.53% 
Accountant 42 $6,730 $8,181 27.63% 
Payroll Specialist 32 $5,273 $6,410  

*Proposed on preceding agenda item 
 
RECOMMENDATIONS 
 
It is recommended that the Commission approve the proposed salary reallocation for Payroll 
Manager.  
 
FROM:  $7,264 to $8,828 per month 

(Classified Management Salary Schedule Range M16) 
 
TO:  $8,008 to $9,732 per month 

(Classified Management Salary Schedule Range M20) 
 
 
 
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 Number 8 

Subject Approval of Advanced Step Placement:  
Instructional Assistant – Learning Disabilities 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
It is requested that the Personnel Commission approve an initial salary placement for Jeni Chang 
Gulinelli, Instructional Assistant – Learning Disabilities, at Range 23, Step D on the Classified 
Salary Schedule. 
 
The Minimum Qualifications for this position include eighteen (18) semester hours of college 
coursework in Special Education, Learning Theory, Learning Disabilities, or Developmental 
Psychology or a BA/BS in any subject. Experience tutoring students with Learning Disabilities is 
desirable. 
 
This candidate possesses a master’s degree in counseling and 4 years of full-time equivalent 
experience providing tutoring services for students with learning disabilities.  
 
Merit Rule 12.2.4 B (4)  Salary on Employment 
The maximum initial salary placement is the third step on the salary schedule, unless approval 
for higher initial salary placement is granted by the Personnel Commission, 
Superintendent/President, and the appropriate appointing authority.  
 
In order to be considered for initial salary placement above Step C, candidates must have more 
than four (4) additional years of training and experience beyond the years indicated in the class 
qualifications, and two or more of the criteria listed in 12.2.4.B.3. must be present.  
 
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Joy Abbott 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 9 

Subject Request to Certify from Alternate Eligibility List: 
Accounting Specialist 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
BACKGROUND 
 
An eligibility list has recently been established for Accountant.  This eligibility list currently 
contains four candidates and four ranks. 
 
The duties of the Accounting Specialist include a significant portion of the more basic duties 
included in the Accountant classification, and the necessary skills and knowledge for Accounting 
Specialist were adequately tested in the examination for Accountant. 
 
Merit Rule 6.3.13 states the following: 
 

A. If there is no eligibility list for the class in which a vacancy occurs, certification 
may be made from a list for another class at the same or a higher salary level 
provided: 

1. The duties and qualifications of the class for which the 
examination was given include substantially all of the duties of 
the position to be filled. 
 

2. The Personnel Commission finds that the use of the list is in 
the best interest of the District and that the necessary skills 
and knowledge were adequately tested in the examination. 

 
RECOMMENDATION 
 
It is recommended that the Commission approve the use of the eligibility list for Accountant to 
certify eligible(s) to any current and upcoming vacancies for Accounting Specialist.     
 
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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Agenda Report Number 10 

Subject Class Description Correction: 
Event Scheduling Specialist 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Tatiana Morrison, Personnel Technician 
John Linke, Supervising Personnel Analyst 

 
BACKGROUND 
  
Attached for your approval is the revised classification description for Event Scheduling 
Specialist. This classification was recently established to monitor and maintain the event 
scheduling database to support the rental and permitting of College facilities for non-academic 
purposes. Subsequent to Commission approval, Personnel Commission staff identified a need to 
correct the Job Family and FLSA Status fields.  
  
  
METHODOLOGY  
 
Personnel Commission staff have made the necessary corrections to the Job Family and FLSA 
status fields. Revisions have been sent to senior leadership and CSEA for review.  
 
RECOMMENDATIONS  
 
It is recommended that the Commission approve the proposed corrections as presented.  
 
 
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 Number 11 

Subject 

New Classifications Descriptions and Salary Allocation for Facilities 
Maintenance and Operations: 
DIRECTOR OF FACILITIES MAINTENANCE 
DIRECTOR OF FACILITIES OPERATIONS 
MECHANICAL SYSTEMS MANAGER 
CONSTRUCTION MAINTENANCE MANAGER 
GROUNDS MANAGER 
CUSTODIAL OPERATIONS MANAGER 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By Karen Monzon, Personnel Analyst 
John Linke, Supervising Personnel Analyst 

 
BACKGROUND 
 
Attached for your approval are new classification descriptions and salary allocations for 
management positions in Facilities Maintenance and Operations.  
 
Personnel Commission staff received a request from the Vice President of Business and 
Administration to facilitate a reorganization plan of management classifications in Facilities 
Maintenance and Operations. This reorganization is designed to enhance efficiency and 
retention and provide potential promotional opportunities within the Facilities Maintenance and 
Operations management series.   
 
METHODOLOGY 
 
Personnel Commission staff worked with Department leadership to develop the new roles. 
Discussions took place to define and clarify the parameters of the proposed classifications, and 
to make initial recommendations as to whether the proposed job duties fit into an existing 
classification, or if a 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 for all roles, 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. 
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Job evaluations and external salary studies were conducted to identify similar roles in 
comparable agencies.  Internal comparisons were also reviewed to ensure that there is proper 
alignment with other classifications, and duties are adequately distinguished from other related 
classifications. Once the duties were finalized, Commission staff prepared the class descriptions 
and salary proposals and sent recommendations for review to senior leadership. 
 
Commission staff will conduct further meetings with Department management prior to opening 
recruitment to gather and analyze documentation for developing a recruitment plan and 
creating talent assessment content. 
 
RESULTS 
 
A comprehensive salary survey of 16 comparable agencies was conducted to determine 
percentile ranking. Sufficient market data was located for the new Mechanical Systems Manager, 
but was not available for other management classifications due to variability in scope and level 
of work assigned. As such, the Mechanical Systems Manager was used as an anchor to 
determine salary range placement for the remaining new management classifications.  
 
Based on salary survey data, it is recommended that salary for the Mechanical Systems Manager 
be allocated to Range M24 ($8,828 to $10,730) on the Classified Management Salary Schedule. 
This will place the median salary at the 77th percentile, which satisfies the District’s target of 
70th percentile. Allocating the salary one range lower (Range M23, $8,612 to $10,469 per 
month) will result in a median salary at the 59th percentile. This will result in a seven-range 
increase (19%) from the existing lower-level management classification, the Facilities 
Maintenance Supervisor. See results of moderate to strong matches.  
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AGENCY JOB TITLE MIN MAX MEDIAN STUDENT 
COUNT 

STUDENT 
FTE 

GF 
REVENUE 
ACTUAL 

TOTAL EE 
FTE 

Santa Monica 
College 

Mechanical 
Systems 
Manager 

$8,828 $10,730 $9,779 41,108 22,135 $244M 1,245 

Cerritos 
College 

Manager, 
Facilities $8,699 $10,942 $9,821 30,390 16,881 $161M 943 

El Camino 
College 

Facilities 
Systems 

Supervisor 
$7,271 $9,352 $8,312 30,933 16,062 $182M 1,044 

Los Angeles 
CCD 

General 
Foreman $9,339 $11,570 $10,455 220,986 83,138 $925M 4,513 

Mt. San 
Antonio 
College 

Manager, 
Facilities 
Projects 

$8,960 $10,195 $9,578 63,181 33,823 $287M 1,328 

Riverside CCD Maintenance 
Manager $7,825 $9,526 $8,675 60,591 29,941 $350M 1,700 

Santa 
Barbara City 

College 

Maintenance 
Supervisor $6,409 $7,808 $7,109 21,781 12,038 $153M 680 

 Average $8,084 $9,899 $8,991     

 25th 
Percentile $7,409 $9,396 $8,402     

 50th 
Percentile $8,262 $9,861 $9,126     

 75th 
Percentile $8,895 $10,755 $9,760     

 80th 
Percentile $8,960 $10,942 $9,821     

 90th 
Percentile $9,150 $11,256 $10,138     

 SMC % RANK 70% 74% 77%     

 
SMC 

Difference 
From AVG 

8% 8% 8%     

 
SMC 

Difference 
From MED 

6% 8% 7%     
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SALARY ALLOCATION 
 
It is recommended that the seven-range increase (19%) be maintained between the other 
proposed new management classifications and the existing lower-level classifications currently in 
use. Please see the internal comparison table below, which reflects the new classifications and 
proposed salary reallocation. 
 

JOB TITLE RANGE MIN MAX 
% DIFF  
BETWEEN 
LEVELS 

Director of Facilities Planning and Construction M39 $12,725 $15,466 12.94% 
Director of Facilities Maintenance & Operations1 M34 $11,267 $13,694 7.62% 
Director of Facilities Maintenance (PROPOSED) M31 $10,469 $12,725 0.00% 
Director of Facilities Operations (PROPOSED) M31 $10,469 $12,725 10.26% 
Assistant Director of Facilities Planning and 
Construction M27 $9,495 $11,542 7.56% 

Assistant Director, Facilities Maintenance2 M24 $8,828 $10,730 0.00% 
Assistant Director, Facilities Operations2 M24 $8,828 $10,730 0.00% 
Mechanical Systems Manager (PROPOSED) M24 $8,828 $10,730 5.00% 
Construction Maintenance Manager (PROPOSED) M22 $8,408 $10,219 13.03% 
Facilities Maintenance Supervisor2 M17 $7,439 $9,043 5.00% 
Construction Maintenance Supervisor2 M15 $7,085 $8,612 0.00% 
Grounds Manager (PROPOSED) M15 $7,085 $8,612 2.41% 
Custodial Operations Manager (PROPOSED) M14 $6,918 $8,408 15.76% 
Grounds Supervisor2 M8 $5,976 $7,264 2.50% 
Custodial Operations Supervisor2 M7 $5,830 $7,085  

1 Proposed to be abolished. 
2 To be abolished once vacated. 
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If the proposed classifications are approved, the Department intends to fill the new 
classifications through promotional recruitments. The proposal for the new classifications was 
sent for review to the area Vice President, Human Resources, and the Superintendent/President. 
 
RECOMMENDATION  
 
It is recommended that the Commission abolish the Director of Facilities Operations & 
Maintenance, and approve the new class descriptions and proposed salary allocation for the 
following Facilities Maintenance and Operations management roles:  
 
 
Director of Facilities Maintenance (Range M31: $10,469 to $12,725 per month) 
Director of Facilities Operations (Range M31: $10,469 to $12,725 per month) 
Mechanical Systems Manager (Range M24: $8,828 to $10,730 per month) 
Construction Maintenance Manager (Range M22: $8,408 to $10,219 per month) 
Grounds Manager (Range M15: $7,085 to $8,612 per month) 
Custodial Operations Manager (Range M14: $6,918 to $8,408 per month) 
 
 
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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VI. Consent Agenda: All items to be considered and approved in one motion unless removed by a 
commissioner for discussion 

Report 
Number Subject Page 

Number 

12 

Examination Schedule: 
Academic Records Evaluator 
Accounting Specialist 
Community College Police Captain 
Construction Maintenance Manager 
Custodial Operations Manager 
Director of Facilities Maintenance 
Director of Facilities Operations 
Director of Facilities Programming 
Grounds Manager 
Human Resources Specialist 
Instructional Assistant-ESL 
Mechanical Systems Manager 
Senior Grounds Equipment Operator 
Student Services Specialist 
Web Content Developer 

88 

13 
Certification of Seniority Lists:  
Director of Public Information 
Lead Laboratory Technician-Art 

89 

14 Ratification of Limited Term Assignments 91 
15 Appointments to Limited Term Positions 92 
16 Appointments to Provisional Assignments 94 
17 Ratification of Working Out of Class Assignments 95 

18 
Ratification of Meeting Minutes: 
Regular Meeting Minutes-May 17, 2023 
Special Meeting Minutes-May 31, 2023 

99 

19 

Ratification of Eligibility List: 
Campus Safety Officer 
Instructional & Universal Designer 
Stage Construction Technician 
Veterans Resource Specialist  

100 

20 Extension of Eligibility Lists 101 
21 Personnel Commission Project Status Report 103 
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Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Lawrence Leone 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 12 

Subject 

Examination Schedule: 
Academic Records Evaluator 
Accounting Specialist 
Community College Police Captain 
Construction Maintenance Manager 
Custodial Operations Manager 
Director of Facilities Maintenance 
Director of Facilities Operations 
Director of Facilities Programming 
Grounds Manager 
Human Resources Specialist 
Instructional Assistant-ESL 
Mechanical Systems Manager 
Senior Grounds Equipment Operator 
Student Services Specialist 
Web Content Developer 

Date June 21, 2023 
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 
Academic Records Evaluator Merged Promotional and Open Competitive  3 weeks 
Accounting Specialist Merged Promotional and Open Competitive 3 weeks 
Community College Police Captain Merged Promotional and Open Competitive 3 weeks 
Construction Maintenance Manager Promotional 3 weeks 
Custodial Operations Manager Promotional 3 weeks 
Director of Facilities Maintenance Promotional 3 weeks 
Director of Facilities Operations Promotional 3 weeks 
Director of Facilities Programming Promotional 3 weeks 
Grounds Manager Promotional 3 weeks 
Human Resources Specialist Promotional 3 weeks 
Instructional Assistant – ESL Merged Promotional and Open Competitive 3 weeks 
Mechanical Systems Manager Promotional 3 weeks 
Senior Grounds Equipment Operator Promotional 3 weeks 
Student Services Specialist Merged Promotional and Open Competitive 3 weeks 
Web Content Developer  Merged Promotional and Open Competitive 3 weeks 

 
 
 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, June 21, 2023 
 

 
 

91 

Agenda Report Number 13 

Subject 
Certification of Seniority Lists:  
Director of Public Information 
Lead Laboratory Technician-Art 

Date June 21, 2023 
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 lists for approval: 
 

Director of Public Information 
Lead Laboratory Technician - Art 

 
It is recommended that the Personnel Commission certify the seniority list effective 
June 21, 2023 
 
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 his/her 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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Agenda Report Number 14 
Subject Ratification of Limited Term Assignments 
Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is requested to ratify the classification of the following Limited Term 
positions pursuant to Section [7.4.2(C)] of the Rules and Regulations of the Classified Service of 
the Santa Monica Community College District: 
 

Classification Department Effective Dates 
Administrative Assistant II Emeritus 5/8/2023-8/31/2023 
Customer Services Assistant Campus Store 7/1/2023-12/21/2023 
Customer Services Assistant Campus Store 7/1/2023-12/21/2023 
Customer Services Assistant Campus Store 7/1/2023-12/21/2023 
Customer Services Assistant Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
Bookstore Clerk Cashier Campus Store 7/1/2023-12/21/2023 
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Agenda Report Number 15 
Subject Appointments to Limited Term Positions 
Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
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 

Cassandra Santiago-Amzall Administrative 
Assistant II Emeritus 5/8/2023-8/31/2023 11/16/2022 

Michael Beck 
Customer 
Services 
Assistant 

Campus 
Store 7/1/2023-12/21/2023 5/16/2018 

Ashlie Carter 
Customer 
Services 
Assistant 

Campus 
Store 

7/1/2023-12/21/2023 
5/16/2018 

Kara English 
Customer 
Services 
Assistant 

Campus 
Store 7/1/2023-12/21/2023 

5/16/2018 

Vergie Nwonwu 
Customer 
Services 
Assistant 

Campus 
Store 7/1/2023-12/21/2023 

5/16/2018 

Meymuna Abdulhafiz 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 12/15/2004 

Tony Chang 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 6/18/2008 

Lucy Garcia 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 3/8/1999 

Jose Lopez 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 7/18/2011 

Donna Micas 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 2/21/2007 

 
Erik Miles  
 

Bookstore 
Clerk Cashier Campus 

Store 7/1/2023-12/21/2023 2/21/2007 

Ester Pabst 
 

Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 9/14/2009 

Alan Thielking Bookstore 
Clerk Cashier 

Campus 
Store 7/1/2023-12/21/2023 8/26/1992 
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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. 
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Agenda Report Number 16 
Subject Appointments to Provisional Assignments 
Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
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* 
Allison Kosich Administrative Assistant II Counseling 6/12/2023-6/30/2023 
Emma Ward Administrative Assistant I Theatre Arts 6/13/2023-6/30/2023 

*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 Working Out of Class and Limited Term 
Assignments 

Date June 21, 2023 
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 limited term assignment(s). 
 
Provisional Working Out of Class Assignment 

 

Name/Permanent Class Assignment* Dates of Current Assignment 
Robert Rudolph,  
Production Manager 

Director of Facilities 
Programming 

6/7/2023 to 6/30/2023; 
7/1/2023 to 11/3/2023 

 
 
Correction to Provisional Working Out of Class Assignment 
 

Name/Permanent Class Provisional WOC 
Assignment 

Assignment Dates 
Previously Submitted 

Corrected Assignment 
Dates 

Jennifer Landa, 
Workforce and Economic 
Development Program Assistant 

Program Coordinator – 
Workforce and 

Economic Development 

3/20/2023 to 
6/18/2023 

3/20/2023 to 6/30/2023; 
7/1//2023 to 8/1/2023 

 
Substitute Limited Term Assignment 

 

Name/Permanent Class Substitute Limited Term 
Assignment* Dates of Current Assignment 

Jonathan Ng, 
Senior Graphic Designer Marketing Design Coordinator 7/3/2023 to 12/18/2023 

 
 
 
*Pending PBar Approval 
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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 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: 
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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) 
 
7.4.1     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. 
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Agenda Report Number 18 

Subject 
Ratification of Meeting Minutes: 
Regular Meeting Minutes-May 17, 2023 
Special Meeting Minutes-May 31, 2023 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
 

1. Regular Meeting Minutes-May 17, 2023 
2. Special Meeting Minutes-May 31, 2023 
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Agenda Report Number 19 

Subject 

Ratification of Eligibility List: 
Campus Safety Officer 
Instructional and Universal Designer 
Stage Construction Technician 
Veterans Resource Specialist 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 

Classification 
Number of 

Promotional 
Candidates 

Total Number of 
Candidates Expiration Date 

Campus Safety Officer 1 6 6/12/2024 
Instructional and 
Universal Designer 1 7 6/20/2024 

Stage Construction 
Technician 0 7 6/6/2024 

Veterans Resource 
Specialist 

1 1 6/14/2024 
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Agenda Report Number 20 

Subject 

Extension of Eligibility Lists: 
ACCOUNTANT (PROMOTIONAL) 
ACCOUNTING MANAGER (PROMOTIONAL) 
ACCOUNTING TECHNICIAN (PROMOTIONAL) 
ADMINISTRATIVE ASSISTANT II (PROMOTIONAL) 
ADMINISTRATIVE ASSISTANT II (OPEN) 
COMMUNITY COLLEGE POLICE CAPTAIN 
HEALTH ASSISTANT 
INSTRUCTIONAL ASSISTANT – MATH 
LEAD THEATER TECHNICIAN 
RESEARCH AND PLANNING ANALYST 

Date June 21, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

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

Classification 
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on 

List 

Proposed 
Expiration 

Date 
ACCOUNTANT (PROMOTIONAL) 1/3/2023 7/3/2023 2 2 1/3/2024 
ACCOUNTING MANAGER 
(PROMOTIONAL) 4/18/2023 7/18/2023 2 2 4/18/2024 

ACCOUNTING TECHNICIAN 
(PROMOTIONAL) 4/4/2023 7/4/2023 2 2 4/4/2024 

ADMINISTRATIVE ASSISTANT II 
(PROMOTIONAL) 5/5/2023 7/5/2023 3 1 8/5/2023 

ADMINISTRATIVE ASSISTANT II 
(OPEN) 5/5/2023 7/5/2023 5 3 8/5/2023 

COMMUNITY COLLEGE POLICE 
CAPTAIN 10/25/2022 7/25/2022 3 1 9/25/2023 

HEALTH ASSISTANT 1/10/2023 7/10/2023 8 4 1/10/2024 
INSTRUCTIONAL ASSISTANT – 
MATH 6/23/2023 6/23/2023 6 4 9/23/2023 

LEAD THEATER TECHNICIAN 4/18/2023 7/18/2023 5 3 10/23/2023 
RESEARCH AND PLANNING 
ANALYST 1/3/2023 7/3/2023 3 2 10/3/2023 

 
The Personnel Commission staff believes there are a sufficient number of available eligibles 
remaining to fill any future vacancies anticipated until the new proposed expiration dates. 
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Merit Rule 6.2.3 (C) Duration of Eligibility List 
6.2.3 (C) 

B. 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, 
underrepresented groups, or non-traditional candidates; 
3.the field of competition in the occupational area has not changed dramatically. 
 
RECOMMENDATION 
 
It is recommended that the Personnel Commission approve extending the eligibility list(s) shown 
above. 
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Agenda Report Number 21 
Subject Personnel Commission Project Status Report 
Date  

To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Recruitment 
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Classification and Compensation 
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IV. Adjournment at 12:37 p.m. 
 
Disposition by the Committee  
Motion Made By   Lawrence Leone 
Seconded By   Deborah Jansen 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
  
  
As required by law, the agenda for the June 21, 2023, 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.  
 
 
 


