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Public Session: 12:00 p.m. 
A. Organizational Functions 

1.Call to Order 

2.Roll Call 

Commissioners Present Absent 
Dr. Joseph Metoyer Jr., Chair X  

Joy Abbott, Vice Chair  X 

Barbara Greenstein X  
Deborah Jansen X  

Lawrence Leone X  

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

 

C. Agenda Reports: Major Items of Business 

Report 
Number 

Subject 
Page 

Number 

1 
Classification Description Revisions and Salary Reallocation: 
Administrative Assistant III 

3 

2 
Classification Description Revisions and Salary Reallocation: 
Administrative Assistant III-Confidential   

15 

3 
Classification Description Revisions and Salary Reallocation: 
Administrative Assistant IV-Confidential  

26 

4 
Classification Description Revisions and Salary Reallocation:  
Executive Coordinator-District and Board of Trustees-Confidential   

39 

5 Class Description Revisions: Grounds Manager  51 

6 
Class Description Revisions, Retitle, & Salary Reallocation:   
Network Communications Manager to IT Infrastructure Manager  

60 

7 Ratification of Limited Term Positions 72 
8 Appointments to Limited Term Positions 73 

9 Appointments to Provisional Assignments 74 

10 Examination Schedule 75 

 

D. Adjournment 
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Agenda Report Number   1 

Subject  Classification Description Revisions and Salary Reallocation: 
Administrative Assistant III  

Date  January 29, 2024  

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 classification revisions for Administrative Assistant III.  
  
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline. The Administrative Assistant III performs a variety of 
complex clerical duties and provides executive level administrative support to a Vice President, 
Senior Staff or the Director of the Personnel Commission.   
  
The Administrative Assistant III classification was established in 1984.  It was revised in June of 
1992 and in October 2006 as part of the Hay study. The most recent revision was approved in 
April of 2014. There are currently two permanent incumbents in this classification.  
  
METHODOLOGY  
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. Incumbents and 
CSEA were invited to participate in a class study orientation on October 24 & 25, 2022, to discuss 
the purpose of the study, methodology, timelines, possible outcomes, implications, and 
frequently asked questions.  Incumbents were asked to complete a Position Description 
Questionnaire by November 30, 2022.  
  
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet which rated the frequency and criticality of each duty in 
the current class description was completed. Additionally, revisions are proposed to clarify 
essential duties, distinguishing characteristics, concept of the class, minimum qualifications and 
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of 
the work required.   
  
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.  
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RESULTS  
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the concept of 
the class, essential duties, KSAs (knowledge, skills and abilities) and minimum qualifications.  
  
The salary survey of standard benchmark agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Assistant III.  The survey resulted in eight moderate to strong matches, which are 
identified and presented below.  
  

AGENCY  JOB TITLE   MIN     MAX     MEDIAN    
 STUDENT 
COUNT   

TOTAL 
EMPLOYEE 

FTE  
Santa Monica 
College  

Administrative Assistant 
III  

$5,876  $7,143  $6,510  37,693  1,266  

Contra Costa CCD  
Administrative Assistant, 

Senior  
$5,167  $6,295  $5,731  41,364  1,437  

Foothill De Anza 
CCD  

Executive Assistant  $6,806  $9,141  $7,974  49,434  1,467  

LACOE  Executive Assistant  $5,789  $7,188  $6,489  NA  1,420  
North Orange 
County CCD  

Executive Assistant II  $6,503  $7,848  $7,176  57,354  1,911  

Pasadena City 
College  

Administrative Assistant III  $5,910  $6,516  $6,213  32,965  979  

Riverside CCD  Administrative Assistant IV  $6,049  $7,365  $6,707  43,105  1,732  

Santa Barbara City 
College  

Administrative Assistant III  $5,260  $6,408  $5,834  22,639  679  

State Center CCD  Executive Assistant  $5,077  $6,244  $5,661  52,768  1,266  

  Average  $5,820  $7,126  $6,473      

  25th Percentile  $5,237  $6,380  $5,808      
  50th Percentile  $5,850  $6,852  $6,351      
  75th Percentile  $6,163  $7,486  $6,824      
  80th Percentile  $6,321  $7,655  $6,988      
  90th Percentile  $6,594  $8,236  $7,415      
  SMC % RANK  53.1%  56.1%  58.5%      
  SMC Difference From AVG  1.0%  0.2%  0.6%      
  SMC Difference From MED  0.5%  4.1%  2.4%      

  
The current salary range for Administrative Assistant III is Range 34 on the Classified Employee 
Salary Schedule. In this survey, SMC is in the 58th median percentile compared to all benchmark 
agencies with comparable classifications; that is, 42% of market comparables were paid higher 
than the SMC classification.  
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SALARY ALLOCATION  
It is recommended that the salary for Administrative Assistant III be reallocated from Range 34 to 
Range 39 on the Classified Employee Salary Schedule, a 13% increase. The proposed increase 
would place the median salary for this classification at the 88th percentile compared to the 
market median.  While reallocation to a salary range lower than Range 39 could still meet the 
College’s goal of a base median salary at the 70th percentile it would increase the existing 
confidential differential.  The District has determined that the confidential differential is one 
range, approximately 2.5%.  In order to preserve the confidential differential, the AAIII-
Confidential salary recommendation is utilized as an anchor for the salary allocation of 
Administrative Assistant III.  Salary allocation for AAIII-Confidential is recommended based on its 
current percentile ranking within the market survey data.  This recommendation also ensures 
that salary is reallocated above the 70th percentile.   
  
Cyclical review results have been sent to the incumbents, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.   
  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification:  
  
CURRENT  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential  

C41  $6,975  $8,479  10.24%  

Administrative Assistant IV-Confidential  C37  $6,327  $7,690  5.00%  
Administrative Assistant III-Confidential  C35  $6,026  $7,324  2.55%  
Administrative Assistant III  34  $5,876  $7,143  5.00%  
Administrative Assistant II  32  $5,596  $6,803  10.24%  
Administrative Assistant I  28  $5,076  $6,170  18.52%  
Administrative Clerk  21  $4,283  $5,206    

  
PROPOSED  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential *  

C46  $7,875  $9,572  10.24%  

Administrative Assistant IV-Confidential*  C42  $7,143  $8,682  5.00%  

Administrative Assistant III-Confidential*  C40  $6,803  $8,269  2.41%  

Administrative Assistant III  39  $6,643  $8,075  18.71%  

Administrative Assistant II  32  $5,596  $6,803  10.24%  

Administrative Assistant I  28  $5,076  $6,170  18.52%  

Administrative Clerk  21  $4,283  $5,206    

*Proposed in a subsequent agenda item  
  



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
6 

RECOMMENDATION  
It is recommended that the Commission approve the proposed classification description 
revisions and salary reallocation for Administrative Assistant III as follows:  
  
FROM:  Range 34 – Classified Employee Salary Schedule  
  
TO:  Range 39 – Classified Employee Salary Schedule  
  

Disposition by the Commission  

Motion Made By  Deborah Jansen 

Seconded By  Barbara Greenstein 

Ayes  3  

Nays    

Abstentions    

Amendments/Comments  Commissioner Leone was not present at the 
time of the vote. 

  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
7 

 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
8 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
9 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
10 

 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
11 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
12 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
13 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
14 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
15 

Agenda Report Number   2 

Subject  Classification Description Revisions and Salary Reallocation: 
Administrative Assistant III-Confidential   

Date  January 29, 2024  

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 classification revisions for Administrative Assistant III-
Confidential.  
  
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline. The Administrative Assistant III-Confidential performs a 
variety of complex clerical duties and provides executive level administrative support to a Vice 
President or Senior Staff.   
  
The Administrative Assistant III-Confidential classification was established in 1984.  It was revised 
in June of 1992 and in October 2006 as part of the Hay study. The most recent revision was 
approved in April of 2014. There are currently four permanent incumbents in this classification.  
  
METHODOLOGY  
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. Incumbents 
were invited to participate in a class study orientation on October 24 & 25, 2022, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions.  Incumbents were asked to complete a Position Description Questionnaire by 
November 30, 2022.  
  
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet which rated the frequency and criticality of each duty in 
the current class description was completed. Additionally, revisions are proposed to clarify 
essential duties, distinguishing characteristics, concept of the class, minimum qualifications and 
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of 
the work required.   
  
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.  
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RESULTS  
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the concept of 
the class, essential duties, KSAs (knowledge, skills and abilities) and minimum qualifications.  
  
The salary survey of standard benchmark agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Assistant III-Confidential.  The survey resulted in nine moderate to strong 
matches, which are identified and presented below.  
  

AGENCY  JOB TITLE   MIN     MAX     MEDIAN    
 STUDENT 
COUNT   

TOTAL 
EMPLOYEE 

FTE  

Santa Monica College  
Administrative Assistant III-

Confidential  
$6,026  $7,324  $6,675  37,693  1,266  

El Camino College  Assistant to the Vice President  $7,108  $9,127  $8,118  28,607  938  

Foothill De Anza CCD  
Executive Assistant, Business 

Services; Executive Assistant, HR 
& EEO  

$7,227  $9,660  $8,444  49,434  1,467  

Glendale College  
Administrative Assistant IV-

Confidential  
$5,755  $7,345  $6,550  20,762  716  

LACOE  Executive Assistant (Confidential)  $6,078  $7,547  $6,813  NA  1,420  

Long Beach City College  Executive Assistant  $6,439  $8,773  $7,606  34,365  1,238  

North Orange County 
CCD  

Executive Assistant II 
(Confidential)  

$6,494  $8,253  $7,374  57,354  1,911  

Pasadena City College  
Administrative Assistant III 

(Confidential)  
$6,299  $8,039  $7,169  32,965  979  

Santa Barbara City 
College  

Administrative Assistant III-
Confidential  

$6,407  $7,806  $7,106  22,639  679  

State Center CCD  Executive Assistant - Confidential  $5,771  $7,097  $6,434  52,768  1,266  
  Average  $6,398  $8,183  $7,290      
  25th Percentile  $6,078  $7,547  $6,813      
  50th Percentile  $6,407  $8,039  $7,169      
  75th Percentile  $6,494  $8,773  $7,606      
  80th Percentile  $6,740  $8,915  $7,811      
  90th Percentile  $7,132  $9,234  $8,183      
  SMC % RANK  22.8%  11.4%  18.4%      
  SMC Difference From AVG  -6.2%  -11.7%  -9.2%      

  SMC Difference From MED  -6.3%  -9.8%  -7.4%      

  
  
The current salary range for Administrative Assistant III-Confidential is Range C35 on the 
Classified Confidential Salary Schedule. In this survey, SMC is in the 18th median percentile 
compared to all benchmark agencies with comparable classifications; that is, 82% of market 
comparables were paid higher than the SMC classification.  
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SALARY ALLOCATION  
It is recommended that the salary for Administrative Assistant III-Confidential be reallocated 
from Range C35 to Range C40 on the Classified Confidential Salary Schedule, a 13% increase. The 
proposed increase would place the median salary for this classification at the 71st percentile 
compared to the market median.  Salary reallocation is justified given that it meets the College’s 
goal to target base median salary at the 70th percentile. One range lower would place the salary 
below the 70th percentile ranking as compared to the market median.  
  
Cyclical review results have been sent to the incumbents, Department Management, Business 
Services, Human Resources, and executive leadership.   
  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification:  
  
CURRENT  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential  

C41  $6,975  $8,479  10.24%  

Administrative Assistant IV-Confidential  C37  $6,327  $7,690  5.00%  
Administrative Assistant III-Confidential  C35  $6,026  $7,324  2.55%  
Administrative Assistant III  34  $5,876  $7,143  5.00%  
Administrative Assistant II  32  $5,596  $6,803  10.24%  
Administrative Assistant I  28  $5,076  $6,170  18.52%  
Administrative Clerk  21  $4,283  $5,206    

  
PROPOSED  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential **  

C46  $7,875  $9,572  10.24%  

Administrative Assistant IV-Confidential**  C42  $7,143  $8,682  5.00%  

Administrative Assistant III-Confidential  C40  $6,803  $8,269  2.41%  

Administrative Assistant III*  39  $6,643  $8,075  18.71%  

Administrative Assistant II  32  $5,596  $6,803  10.24%  

Administrative Assistant I  28  $5,076  $6,170  18.52%  

Administrative Clerk  21  $4,283  $5,206    

*Proposed in a previous agenda item  
** Proposed in a subsequent agenda item  
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RECOMMENDATION  
It is recommended that the Commission approve the proposed classification description 
revisions and salary reallocation for Administrative Assistant III-Confidential as follows:  
  
FROM:  Range C35 – Classified Confidential Salary Schedule  
  
TO:  Range C40 – Classified Confidential Salary Schedule  
  
  
  

Disposition by the Commission  

Motion Made By   Barbara Greenstein 

Seconded By   Deborah Jansen 

Ayes   3 

Nays    

Abstentions    

Amendments/Comments   Commissioner Leone was not present at the 
time of the vote. 

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
19 

 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
20 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
21 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
22 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
23 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
24 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
25 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
26 

Agenda Report Number   3 

Subject  Classification Description Revisions and Salary Reallocation: 
Administrative Assistant IV-Confidential  

Date  January 29, 2024  

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 classification revisions for Administrative Assistant IV-
Confidential.  
  
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline. The Administrative Assistant IV-Confidential performs a 
variety of highly complex clerical duties and provides executive level administrative support to 
the Superintendent/President.   
  
The Administrative Assistant IV-Confidential classification was established in 1984.  It was revised 
in March of 1996, June of 2000 and in October 2006 as part of the Hay study. The most recent 
revision was approved in July of 2016. There is one permanent incumbent in this classification.  
  
METHODOLOGY  
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. The incumbent 
was invited to participate in a class study orientation on October 24 & 25, 2022, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions.  The incumbent was asked to complete a Position Description Questionnaire by 
November 30, 2022.  
  
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet which rated the frequency and criticality of each duty in 
the current class description was completed. Additionally, revisions are proposed to clarify 
essential duties, distinguishing characteristics, concept of the class, minimum qualifications and 
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of 
the work required.   
  
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.  
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RESULTS  
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the concept of 
the class, essential duties, KSAs (knowledge, skills and abilities) and minimum qualifications.  
  
The salary survey of standard benchmark agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Administrative Assistant IV-Confidential.  The survey resulted in eight moderate to strong 
matches, which are identified and presented below.  
  

AGENCY  JOB TITLE   MIN     MAX     MEDIAN    
 STUDENT 
COUNT   

TOTAL 
EMPLOYEE 

FTE  
Santa Monica College  Administrative Assistant IV   $6,327  $7,690  $7,009  37,693  1,266  
Contra Costa CCD  Senior Executive Assistant  $6,591  $8,029  $7,310  41,364  1,437  

Long Beach City College  
Executive Assistant to the 
Superintendent/President  

$7,333  $9,991  $8,662  34,365  1,238  

Los Angeles CCD  
Executive Assistant 

(Confidential)  
$6,178  $7,654  $6,916  157,089  4,459  

Pasadena City College  
Executive Assistant-President's 

Office  
$8,265  $10,549  $9,407  32,965  979  

Riverside CCD  
Executive Administrative 

Assistant  
$6,799  $8,281  $7,540  43,105  1,732  

Santa Barbara City 
College  

Executive Assistant in the Office 
of the 

Superintendent/President  
$6,566  $8,987  $7,777  22,639  679  

State Center CCD  
Executive Assistant to the 
President - Confidential  

$6,001  $7,381  $6,691  52,768  1,266  

Ventura County CCD  
Executive Assistant to the 
President (Confidential)  

$6,182  $8,532  $7,357  38,234  1,982  

  Average  $6,739  $8,675  $7,707      

  25th Percentile  $6,181  $7,935  $7,212      

  50th Percentile  $6,579  $8,407  $7,449      
  75th Percentile  $6,933  $9,238  $7,998      

  80th Percentile  $7,119  $9,589  $8,308      
  90th Percentile  $7,613  $10,158  $8,886      

  SMC % RANK  33.9%  15.6%  17.6%      
  SMC Difference From AVG  -6.5%  -12.8%  -10.0%      
  SMC Difference From MED  -4.0%  -9.3%  -6.3%      

  
  
The current salary range for Administrative Assistant IV-Confidential is Range C37 on the 
Classified Confidential Salary Schedule. In this survey, SMC is in the 18th median percentile 
compared to all benchmark agencies with comparable classifications; that is, 82% of market 
comparables were paid higher than the SMC classification.  
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SALARY ALLOCATION  
It is recommended that the salary for Administrative Assistant IV-Confidential be reallocated 
from Range C37 to Range C42 on the Classified Confidential Salary Schedule, a 13% increase. The 
proposed increase would place the median salary for this classification at the 74 th percentile 
compared to the market median.  Salary reallocation is justified given that it meets the College’s 
goal to target base median salary at the 70th percentile. One range lower would place the salary 
below the 70th percentile ranking as compared to the market median.  
  
Cyclical review results have been sent to the incumbents, Department Management, Business 
Services, Human Resources, and executive leadership.   
  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification:  
  
CURRENT  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential  

C41  $6,975  $8,479  10.24%  

Administrative Assistant IV-Confidential  C37  $6,327  $7,690  5.00%  
Administrative Assistant III-Confidential  C35  $6,026  $7,324  2.55%  
Administrative Assistant III  34  $5,876  $7,143  5.00%  
Administrative Assistant II  32  $5,596  $6,803  10.24%  
Administrative Assistant I  28  $5,076  $6,170  18.52%  
Administrative Clerk  21  $4,283  $5,206    

  
PROPOSED  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential **  

C46  $7,875  $9,572  10.24%  

Administrative Assistant IV-Confidential  C42  $7,143  $8,682  5.00%  

Administrative Assistant III-Confidential*  C40  $6,803  $8,269  2.41%  

Administrative Assistant III*  39  $6,643  $8,075  18.71%  

Administrative Assistant II  32  $5,596  $6,803  10.24%  

Administrative Assistant I  28  $5,076  $6,170  18.52%  

Administrative Clerk  21  $4,283  $5,206    

*Proposed in a previous agenda item  
** Proposed in a subsequent agenda item  
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RECOMMENDATION  
It is recommended that the Commission approve the proposed classification description 
revisions and salary reallocation for Administrative Assistant IV-Confidential as follows:  
  
FROM:  Range C37 – Classified Confidential Salary Schedule  
  
TO:  Range C42 – Classified Confidential Salary Schedule  
  
  
  

Disposition by the Commission  

Motion Made By   Deborah Jansen 

Seconded By   Barbara Greenstein 

Ayes   3 

Nays    

Abstentions    

Amendments/Comments  Commissioner Leone was not present at the 
time of the vote. 
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Agenda Report Number  4 

Subject  Classification Description Revisions and Salary Reallocation: 
Executive Coordinator-District and Board of Trustees-Confidential   

Date  January 29, 2024  

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 classification revisions for Executive Coordinator-District and 
Board of Trustees-Confidential.  
  
As part of the cyclical review process, we are reviewing classifications in the Clerical & 
Administrative Support job discipline. The Executive Coordinator-District and Board of Trustees-
Confidential coordinates the flow of information and documents between the Santa Monica 
Community College Board of Trustees and District Office and provides executive level  
administrative support to the Superintendent/President and members of the Board of Trustees.  
  
The Executive Coordinator-District and Board of Trustees-Confidential classification was 
established in 1984.  It was revised in May of 1992, June of 1995, February of 1996 and in 
October 2006 as part of the Hay study. There is one permanent incumbent in this classification.  
  
METHODOLOGY  
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. The incumbent 
was invited to participate in a class study orientation on October 24 & 25, 2022, to discuss the 
purpose of the study, methodology, timelines, possible outcomes, implications, and frequently 
asked questions.  The incumbent was asked to complete a Position Description Questionnaire by 
November 30, 2022.  
  
Personnel Commission staff consulted with department management to discuss the classification 
description. A duty analysis worksheet which rated the frequency and criticality of each duty in 
the current class description was completed. Additionally, revisions are proposed to clarify 
essential duties, distinguishing characteristics, concept of the class, minimum qualifications and 
KSAs (knowledge, skills and abilities) required for the job to more accurately reflect the nature of 
the work required.   
  
Additionally, a job evaluation and an external salary survey of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.  
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RESULTS  
Based on data gathered, class description revisions are being proposed, to include a more 
accurate description of the work performed.  Additional changes serve to clarify the concept of 
the class, essential duties, KSAs (knowledge, skills and abilities) and minimum qualifications.  
  
The salary survey of standard benchmark agencies was conducted. Salary data was gathered 
based on the comparison of positions with the level of duties and responsibilities most similar to 
Executive Coordinator-District and Board of Trustees-Confidential.  The survey resulted in five 
moderate to strong matches, which are identified and presented below.  
  

AGENCY  JOB TITLE   MIN     MAX     MEDIAN    
 STUDENT 
COUNT   

TOTAL 
EMPLOYEE 

FTE  

Santa Monica College  
Executive Coordinator-District 

& BOT (Confidential)  
$6,975  $8,479  $7,727  37,693  1,266  

Contra Costa CCD  Executive Coordinator  $5,971  $7,275  $6,623  41,364  1,437  

Glendale College  
Executive Assistant to the 

Superintendent/President and 
Board of Trustees  

$7,019  $8,950  $7,985  20,762  716  

Long Beach City 
College  

Senior Executive Assistant, 
Governing Board  

$7,822  $10,658  $9,240  34,365  1,238  

Los Angeles CCD  Executive Assistant to the BOT  $7,334  $9,098  $8,216  157,089  4,459  

Riverside CCD  
Executive Administrative 
Assistant, Office of the 

Chancellor/Board of Trustees  
$7,760  $9,449  $8,605  43,105  1,732  

  Average  $7,181  $9,086  $8,134      
  25th Percentile  $7,019  $8,950  $7,985      
  50th Percentile  $7,334  $9,098  $8,216      
  75th Percentile  $7,760  $9,449  $8,605      
  80th Percentile  $7,772  $9,691  $8,732      
  90th Percentile  $7,797  $10,174  $8,986      
  SMC % RANK  23.9%  17.9%  20.2%      
  SMC Difference From AVG  -3.0%  -7.2%  -5.3%      
  SMC Difference From MED  -5.1%  -7.3%  -6.3%      

  
  
The current salary range for Executive Coordinator-District and Board of Trustees-Confidential is 
Range C41 on the Classified Confidential Salary Schedule. In this survey, SMC is in the 20th 
median percentile compared to all benchmark agencies with comparable classifications; that is, 
80% of market comparables were paid higher than the SMC classification.  
  
SALARY ALLOCATION  
It is recommended that the salary for Executive Coordinator-District and Board of Trustees-
Confidential be reallocated from Range C41 to Range C46 on the Classified Confidential Salary 
Schedule, a 13% increase. The proposed increase would place the median salary for this 
classification at the 80th percentile compared to the market median.  Salary reallocation is 
justified given that it meets the College’s goal to target base median salary at the 70th 
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percentile. One range lower would place the salary below the 70th percentile ranking as 
compared to the market median.  
  
Cyclical review results have been sent to the incumbents, Department Management, Business 
Services, Human Resources, and executive leadership.   
  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification:  
  
CURRENT  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential  

C41  $6,975  $8,479  10.24%  

Administrative Assistant IV-Confidential  C37  $6,327  $7,690  5.00%  
Administrative Assistant III-Confidential  C35  $6,026  $7,324  2.55%  
Administrative Assistant III  34  $5,876  $7,143  5.00%  
Administrative Assistant II  32  $5,596  $6,803  10.24%  
Administrative Assistant I  28  $5,076  $6,170  18.52%  
Administrative Clerk  21  $4,283  $5,206    

  
PROPOSED  

JOB TITLE  RANGE  MIN   MAX   
% DIFF 

BETWEEN 
LEVELS  

Executive Coordinator-District & Board of Trustees-
Confidential   

C46  $7,875  $9,572  10.24%  

Administrative Assistant IV-Confidential*  C42  $7,143  $8,682  5.00%  

Administrative Assistant III-Confidential*  C40  $6,803  $8,269  2.41%  

Administrative Assistant III*  39  $6,643  $8,075  18.71%  

Administrative Assistant II  32  $5,596  $6,803  10.24%  

Administrative Assistant I  28  $5,076  $6,170  18.52%  

Administrative Clerk  21  $4,283  $5,206    

*Proposed in a previous agenda item  
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RECOMMENDATION  
It is recommended that the Commission approve the proposed classification description 
revisions and salary reallocation for Executive Coordinator-District & Board of Trustees-
Confidential as follows:  
  
FROM:  Range C41 – Classified Confidential Salary Schedule  
  
TO:  Range C46 – Classified Confidential Salary Schedule  
  
  

Disposition by the Commission  

Motion Made By   Barbara Greenstein 

Seconded By   Deborah Jansen 

Ayes   4 

Nays    

Abstentions    

Amendments/Comments    

  
  
 

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
43 

 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
44 

 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
45 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
46 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
47 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
48 

 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
49 

 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
50 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Minutes Monday, January 29, 2024 

 

 
51 

Agenda Report Number   5 

Subject  Class Description Revisions: Grounds Manager  

Date  January 29, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  John Linke, Supervising Personnel Analyst   

  
BACKGROUND  
Attached for your approval is a revised classification description for Grounds Manager. This 
classification was created in June 2023 as part of a reorganization of the Facilities Maintenance & 
Operations department. The Personnel Commission is currently recruiting to fill one vacancy for 
this classification. Minor changes are being recommended to clarify the duties and scope of 
responsibility for this role. Additional minor changes are also being proposed to the knowledge, 
skills and abilities.  
  
METHODOLOGY  
Personnel Commission staff met with Dennis Biddle, Director of Facilities Operations, to review 
the current classification description and determine if the duties, minimum qualifications, and 
knowledge, skills, and abilities listed still accurately reflect the expectations of the job.   
  
RESULTS  
Revisions to job duties and knowledge, skills and abilities are being recommended to better 
define the scope of work performed by this role.   
  
RECOMMENDATION   
It is recommended that the Commission approve the attached revisions to the classification 
description for Grounds Manager.  
  

Disposition by the Commission  

Motion Made By   Deborah Jansen 

Seconded By   Lawrence Leone 

Ayes   4 

Nays    

Abstentions    

Amendments/Comments    
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Agenda Report Number   6 

Subject  Class Description Revisions, Retitle, & Salary Reallocation:   
Network Communications Manager to IT Infrastructure Manager  

Date  January 29, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  John Linke, Supervising Personnel Analyst  

  
BACKGROUND  
Attached for your approval is a revised class description and salary reallocation for Network 
Communications Manager.  
  
The incumbent submitted a request to review the current salary allocation for this classification. 
This classification was established in 1997 as Telecommunications Supervisor and has been 
revised two times since its creation, including a retitle to Network Communications Manager in 
2015 during the cyclical classification study. The IT department is currently undergoing a 
reorganization to align their operations with the IT Master Plan, which has resulted in the 
creation of three new classifications (including one at the management level), abolishment of 
four obsolete classifications (including three at the management level), and the need to redefine 
existing roles that were impacted by the reorganization. The Personnel Commission has 
conducted a salary study to evaluate the current salary for Network Communications Manager 
and determine whether a salary reallocation is appropriate for this role. The department has 
requested duty revisions and a retitle to clarify the scope of work performed and ensure it 
accurately reflects the current organizational structure. Additional changes serve to clarify the 
concept of the class, distinguishing characteristics, KSAs (knowledge, skills and abilities), level of 
supervision received and exercised, and minimum qualifications.  
  
METHODOLOGY  
Personnel Commission staff worked with Matthew Kiaman, Director of Network Services, to 
review the current class description.   
  
A job evaluation and external salary study 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 that duties were adequately distinguished from related 
classifications. Once changes to the duties were finalized, Commission staff prepared the revised 
class description and salary proposal and sent recommendations for review to senior 
leadership.    
  
RESULTS  
Based on the data gathered, revisions to the class description are being proposed to provide a 
more accurate description of the scope and nature of work performed. Changes serve to clarify 
the concept of the class, distinguishing characteristics, essential duties, KSAs (knowledge, skills 
and abilities), level of supervision received, and minimum qualifications.  
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A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine proposed salary ranking.   
  
Sufficient market data was not available to utilize the percentile ranking method of salary 
placement (i.e., at least 30% of surveyed jobs should be matched). Commission staff found that 
comparable agencies differed in organizational structure, variability of functions and nature of 
duties. For example, some agencies assigned a broader scope of responsibility to include 
oversight for both network and systems administration and infrastructure, or did not utilize a 1st 
level manager to oversee this work. As a result, salary allocation is recommended based on 
internal comparison of similar roles.  
  
SALARY ALLOCATION  
It is recommended that the salary be reallocated from Range M20 to Range M29 on the 
Classified Management Salary Schedule. Based on job analysis findings, this role is comparable to 
the IT User Support Manager classification in terms of knowledge required and scope and impact 
of work performed on District operations. This classification is distinguished from the higher-
level Director of Network Services, in that the latter role will have full managerial oversight over 
all functions within Network Services, including infrastructure, end user support, and systems 
and network administration; conversely, it is distinguished from lower-level technical roles by its 
enhanced scope of responsibility for planning, organizing and managing an enterprise-wide 
technology infrastructure program that meets the needs of all SMC students and staff. Please 
see salary data for jobs in the network services job discipline.   
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JOB TITLE  REPORTS TO  RANGE  MIN  MAX  
% DIFF 

BETWEEN 
LEVELS  

Chief Director of IT  Superintendent/President  A21  $16,830  $18,556  15.76%  

Director of Network Services  Chief Director of IT  A15  $14,539  $16,029  0.00%  

Director of Management 
Information Systems  

Chief Director of IT  A15  $14,539  $16,029  30.82%  

Information Systems Security 
Officer  

Chief Director of IT  M31  $11,114  $13,509  0.00%  

Management Information Systems 
Manager   

Chief Director of IT  M31  $11,114  $13,509  5.00%  

IT User Support Manager  
Director of Network 

Services  
M29  $10,585  $12,866  0.00%  

IT Infrastructure Manager 
(Proposed)  

Director of Network 
Services  

M29  $10,585  $12,866  2.44%  

Network Services Manager**  
Director of Network 

Services  
M28  $10,333  $12,560  21.55%  

Network Communications Manager 
(Current)  

Director of Network 
Services  

M20  $8,501  $10,333  0.26%*  

IT User Systems Administrator  IT User Support Manager  49  $8,479  $10,306  0.00%  

Network Communications 
Technician III  

Network Communications 
Manager  

49  $8,479  $10,306  10.26%  

Network Communications 
Technician II  

Network Communications 
Manager  

45  $7,690  $9,348  10.25%  

Network Communications 
Technician I  

Network Communications 
Manager  

41  $6,975  $8,479  0.00%  

Senior Information Technology 
Support Specialist  

IT User Support Manager  41  $6,975  $8,479  10.24%  

Information Technology Support 
Specialist  

IT User Support Manager  37  $6,327  $7,690    

*Note salary compression between Network Communications Manager and Network 
Communications Technician III.   
**Pending review.  
  
Study results have been sent for review to the incumbent, Department leadership, Business 
Services, Human Resources, and the Superintendent/President.  
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RECOMMENDATION   
It is recommended that the Commission approve the proposed retitle, class description revisions 
and salary reallocation for Network Communications Manager.  
  
From: Network Communications Manager   

Range M20 – Classified Management Salary Schedule  
  
To:  IT Infrastructure Manager  

Range M29 – Classified Management Salary Schedule  
  

Disposition by the Commission  

Motion Made By   Lawrence Leone 

Seconded By   Barbara Greenstein 

Ayes   3 

Nays    

Abstentions   1 

Amendments/Comments   Commissioner Jansen abstained from the vote. 
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  Agenda Report Number 7 

Subject Ratification of Limited Term Assignments 

Date January 29, 2024 

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 
Laboratory Technician-Life Sciences  Academic Affairs 1/2/2024-6/30/2024 

Accompanist-Music Performance Emeritus 1/2/2024-6/30/2024 

Accompanist-Music Performance Music 1/2/2024-6/30/2024 
Accompanist-Music Performance Music 1/2/2024-6/30/2024 

Accompanist-Music Performance Music 1/2/2024-6/30/2024 
Student Services Clerk Welcome Center 1/22/2024-6/30/2024 

 
 
 
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 4 

Nays 
 

Abstentions 
 

Amendments/Comments 
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Agenda Report Number 8 

Subject Appointments to Limited Term Positions 

Date January 29, 2024 

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 

Mabel Pang 
Laboratory 
Technician-Life 
Sciences  

Academic Affairs 1/2/2024-6/30/2024 1/18/2023 

Timothy Leon 
Accompanist-Music 
Performance 

Emeritus 1/2/2024-6/30/2024 9/6/2022 

Gary Nesteruk 
Accompanist-Music 
Performance 

Music 1/2/2024-6/30/2024 1/13/2018 

Oliver Chan 
Accompanist-Music 
Performance 

Music 1/2/2024-6/30/2024 6/24/2019 

Barry Tan 
Accompanist-Music 
Performance 

Music 1/2/2024-6/30/2024 9/6/2022 

David Giammarco 
Student Services 
Clerk 

Welcome Center 
1/22/2024-6/30/2024 8/30/2023 

*Not to exceed 960 hours 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. 
 

Disposition by the Commission 

Motion Made By Barbara Greenstein 

Seconded By Deborah Jansen 

Ayes 4 

Nays 
 

Abstentions 
 

Amendments/Comments 
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Agenda Report Number 9 

Subject Appointments to Provisional Assignments 

Date January 29, 2024 

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* 

Sebastian Artola 
Tutoring Coordinator-
English & Humanities 

Supplemental Instruction 12/4/2023-1/19/2024 

Joellen Mc 
Naughton 

Accompanist-Music Music 1/2/2024-6/30/2024 

Regan Russel Accompanist-Music Music 1/2/2024-6/30/2024 

Oliver Chan Accompanist-Music Music 1/2/2024-6/30/2024 

Gary Nesteruk Accompanist-Music Music 1/2/2024-6/30/2024 

Barry Tan Accompanist-Music Music 1/2/2024-6/30/2024 

Paul Martinez 
Theatre Arts Operations 

Assistant 
Theatre Arts Department 1/23/2024-2/29/2024 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
 
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Deborah Jansen 

Ayes 4 

Nays 
 

Abstentions 
 

Amendments/Comments 
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Agenda Report Number 10 

Subject Examination Schedule 

Date January 29, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
It is recommended that the Personnel Commission approve the following Examination Schedule:  
  

Class Title  Field of Competition Time 

Laboratory Technician-Life 
Sciences 

Merged Promotional and Open Competitive 3 weeks 

  
 
 
 
 
 

Disposition by the Commission 

Motion Made By Barbara Greenstein 

Seconded By Lawrence Leone 

Ayes 4 

Nays 
 

Abstentions 
 

Amendments/Comments 
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E.Adjournment at 12:09 p.m. 
 

Disposition by the Commission 

Motion Made By   Lawrence Leone 

Seconded By   Barbara Greenstein 

Ayes   4 

Nays    

Abstentions    

Amendments/Comments    

  
  
 

Weekday Month Day Year Time Venue 

Wednesday February 21 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

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

Wednesday April 17 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday May 15 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Thursday June 20 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

 
As required by law, the agenda for the January 29, 2024, Special Meeting of the Santa Monica 
College Personnel Commission was posted on the Official District Website no later than 24 hours 
prior to the date and time of this meeting.  
 


