
Public Session: 3:00 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. Public Comments: Non-Actionable Items from those in attendance. 

II. Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 

1 Request to Certify from Alternate Eligibility List: 
Administrative Assistant I 4 

2 Ratification of Eligibility Lists 5 

3 Retitle, Class Description Revisions and Salary Reallocation: Network 
Services Support Analyst to IT Users System Administrator 6 

4 Examination Schedule 17 

5 Continuation of Consideration of Appeal for Position Classification 
Study: Senior Veteran’s Specialist 18 

 
III. Adjournment 
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Agenda Report Number 1 

Subject Request to Certify from Alternate Eligibility List: 
Administrative Assistant I 

Date October 12, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
BACKGROUND 
 
An eligibility list has recently been established for Administrative Assistant II.  This eligibility list 
currently contains 18 candidates and eight ranks.  The duties of the Administrative Assistant I 
include a significant portion of the duties included in the Administrative Assistant II classification, 
and the necessary skills and knowledge for Administrative Assistant I were adequately tested in 
the examination for Administrative Assistant II. 
 
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 Administrative 
Assistant II to certify eligible(s) to any current and upcoming vacancies for Administrative 
Assistant I, provided there are an insufficient number of candidates remaining on the current 
eligibility list for Administrative Assistant I.     
 
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 2 
Subject Ratification of Eligibility Lists 
Date October 12, 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 

Accounting Specialist 0 7 10/9/2024 
 
 
 
 
 
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 3 

Subject Retitle, Class Description Revisions and Salary Reallocation:  
Network Services Support Analyst to IT Users System Administrator 

Date October 12, 2023 
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 retitle, class description revisions and salary reallocation for 
Network Services Support Analyst. 
 
The Information Technology department is currently undergoing a reorganization to align their 
user support operations with the IT Master Plan and enhance operational consistency across 
District sites. The Network Services Support Analyst is an existing classification that provides lead 
direction to employees responsible for servicing college computing facilities. IT management has 
requested changes to this class description to align this role with the broader changes that are 
occurring within the IT user support series.  
 
This classification was established in October 2013 and has not been revised since its creation. 
This position will report to the IT User Support Manager and is currently vacant. 
 

 
 
  

Director of 
Network Services

IT User Support 
Manager

Multimedia 
Technician

Audio/Visual 
Equipment 
Technician

Academic 
Computing 

Instructional 
Specialist

IT User Systems 
Administrator 

(RETITLE)
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METHODOLOGY 
 
Personnel Commission staff met with Matthew Kiaman, Director of Network Services, to discuss 
the class description. In addition, the supervisor was requested to complete a duty analysis 
worksheet by rating the frequency and criticality of each duty in the current class description. 
The concept of the class and distinguishing characteristics sections were modified to clarify the 
nature and scope of this role and how it differs from related roles within the occupational series. 
Duties were added to more accurately reflect responsibilities assigned to this classification, the 
supervision section was updated to reflect changes in reporting relationships resulting from the 
ongoing IT reorganization, and the knowledge, skills and abilities section were updated with 
standardized language. Minimum qualifications were updated to reflect the experience that is 
minimally required for entry into the classification while maintaining a promotional pathway 
within the occupational series.  
 
A job evaluation and external salary study were conducted to identify similar roles in comparable 
agencies.  Internal comparisons were also reviewed to ensure proper alignment with, and 
delineation from, related IT classifications.  
 
RESULTS 
 
Based on the data gathered, revisions to the class description and a retitle 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), level of 
supervision received and exercised, and minimum qualifications. 
 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking. Sufficient market data was not available to utilize 
the percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be 
matched). As a result, salary allocation is recommended based on internal alignment. 
Commission staff found variation in organizational structure at benchmark agencies that limited 
appropriate matches, including absence of a lead role that performs systems administration 
work that specifically supports end user access to applications. In many cases, organizations 
employed Systems Administrators that oversee District-wide, mission critical systems that 
exceed the scope of this role. 
 
SALARY REALLOCATION 
 
It is recommended that the salary for the Network Services Support Analyst be reallocated from 
Range 47 ($8,075 to $9,815 per month) to Range 49 ($8,479 to $10,306 per month) on the 
Classified Employee Salary Schedule, a 5% increase. This two-range increase will serve to align 
this role with the existing Network Communications Technician III, which functions in a lead role 
performing highly technical work designing, coordinating, and planning voice and data 
communication infrastructure installations, repairs, configurations, and maintenance. 
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The following chart shows related classifications and current salary allocation for each 
classification.  
 

JOB TITLE RANGE MIN  MAX  
% DIFFERENCE 

BETWEEN 
LEVELS 

Director of Network Services A15 $14,539 $16,029 37.35% 
IT User Support Manager M29 $10,585 $12,866 7.85% 

Information Systems Engineer 55 $9,815 $11,930 0.00% 
Network Engineer 55 $9,815 $11,930 7.67% 

Network Administrator 52 $9,116 $11,082 0.00% 
Information Systems Administrator 52 $9,116 $11,082 7.23% 
Network Communications Manager M20 $8,501 $10,333 0.26% 

Network Communications Technician III 49 $8,479 $10,306 5.00% 
Network Services Support Analyst 47 $8,075 $9,815 5.00% 

Network Communications Technician II 45 $7,690 $9,348 10.25% 
Network Communications Technician I 41 $6,975 $8,479 0.00% 

Multimedia Specialist 41 $6,975 $8,479 15.77% 
Academic Computing Instructional 

Specialist 35 $6,026 $7,324 2.55% 

Audio/Visual Equipment Technician 34 $5,876 $7,143 2.39% 
Multimedia Technician 33 $5,739 $6,975  

 
See comparison of jobs within the series below: 
 

JOB TITLE RANGE MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Director of Network Services A15 $14,539 $16,029 37.35% 
IT User Support Manager M29 $10,585 $12,866 24.84% 
IT User Systems Administrator (Retitle & Salary Reallocation) 49 $8,479 $10,306 5.00% 
Network Services Support Analyst (Current) 47 $8,075 $9,815  

 

 
The proposal for this new classification was sent for review to CSEA, department leadership, 
Business Services, Human Resources, and the College Superintendent/President. 
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RECOMMENDATION 
 
It is recommended that the Commission approve the proposed class description revisions, 
retitle, and salary reallocation for Network Services Support Analyst. 
 
FROM: 
Network Services Support Analyst 
Classified Employee Salary Schedule, Range 47 
 
TO: 
IT User Systems Administrator 
Classified Employee Salary Schedule, Range 49  
 
 
 
Disposition by the Commission 
Motion Made By Joy Abbott 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

8 

 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

9 

 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

10 

 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

11 

 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

12 

 

 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

13 

 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

14 

 
 
 
 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

15 

Agenda Report Number 4 
Subject Examination Schedule 
Date October 12, 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  

IT User Systems Administrator  Promotional  3 weeks  

Supplemental Instruction Coordinator  Merged Promotional and Open Competitive   3 weeks  

 
 
 
 
  
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 5 

Subject Continuation of Consideration of Appeal for Position 
Classification Study: Senior Veteran’s Specialist 

Date October 12, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission heard the appeal of a position classification study for Senior Veterans 
Resource Specialist at the last regular meeting on September 20, 2023. Commissioners requested 
the Director of the Personnel Commission to present a written report outlining all steps taken by 
Personnel Commission staff in reviewing this position study request.  
 
The Commissioners, current incumbent, and CSEA have been sent a report outlining all steps taken 
during our review of the Senior Veterans Resource Specialist position and classification, 
justification for denying the position reclassification request, and recommendations for 
appropriate next steps. Commissioners are requested to review this outline and 
recommendations, and determine if all procedures were followed correctly, or if there is cause for 
a different outcome. 
      
Merit Rule 3.2.5 Interpretation of Classification Descriptions 
 
3.2.5  INTERPRETATION OF CLASSIFICATION DESCRIPTIONS 

A. The classification descriptions and their various parts shall be interpreted according to the 
following rules:. 
 
2. The description for each classification is considered as a whole in determining the class to 

which any position shall be allocated, giving consideration not to isolated clauses, 
phrases, or words, apart from their context but to the general duties, responsibilities, 
specific tasks, and qualification requirements as affording a picture of the positions 
included in the class. A classification is deemed appropriate when it describes eighty (80) 
percent of the duties and responsibilities assigned to a position. 

      
Merit Rule 3.3 Reclassification 
 
3.3.3  RECLASSIFICATION ANALYSIS 
A determination of whether a reclassification is appropriate will be based on an analysis of the 
duties and responsibilities currently assigned to the position. The analysis will assess:  
 

A. The nature and scope of each identified change in duties and responsibilities. 
 

B. The date the incumbent began the performance of the newly acquired duties and 
responsibilities. 



Santa Monica College  
Personnel Commission Special Meeting Agenda Thursday, October 12, 2023 
 

 
 

17 

 
C. Clear and convincing evidence of the employee’s continued performance of the 

added duties and responsibilities. 
 

D. The extent to which the added duties and responsibilities are not accurately defined 
by the existing classification. 

 
E. If added duties and responsibilities are not incorporated within an existing 

classification, creation of a new classification may be appropriate.  
. 
3.3.5 RECLASSIFICATION REVIEWS 
 

A. Within fifteen (15) calendar days from receipt of a reclassification request, the Director of 
Classified Personnel shall provide the employee with written acknowledgement indicating the 
general expected time schedule for the review of the position.  
 

B. Personnel Commission staff will review all pertinent documentation. If needed, this review 
will also include a site visit and/or interview with the incumbent and supervisor to identify 
actual duties assigned and performed; and additional reviews of work flow, work 
environment, work products, and any related documents. 

     
Merit Rule 16.1 Complaint Procedures for Classified Personnel 
 
16.1.1  PURPOSE OF THE COMPLAINT PROCEDURE 

F. The Complaint Procedure is the medium through which permanent classified 
employees may bring complaints arising out of alleged violations of the Merit Rules.  

. 
16.1.3 GENERAL PROCEDURES 

D. Complaints within the jurisdiction of the Commission shall be investigated by the Director of 
Classified Personnel.  Appropriate action shall be taken in response to the complaint.  The 
Director of Classified Personnel shall provide the Commission with a report of any action 
taken on a complaint. 
 

G. The resolution of a complaint by either the Director of Classified Personnel or the 
Commission shall be final and there shall be no further appeal or review. 

Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Barbara Greenstein 
Ayes 5 
Nays 0 
Abstentions 0 
Amendments/Comments A motion was made to table the “Consideration 

of Appeal” until a time and date to meet can be 
agreed upon by all parties. 
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III. Adjournment 
 
Disposition by the Commission 
Motion Made By   Joy Abbot 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
  

Weekday Month Day Year Time Venue 

Wednesday October 18 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday November 15 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday December 20 2023 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday January 17 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday February 21 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday March 20 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday April 17 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Wednesday May 15 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

Thursday June 20 2024 12:00 p.m. 1900 Pico Blvd 
Business RM 117 

 
As required by law, the agenda for the October 12, 2023, 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.  
 


