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Public Session: 11:00 a.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 Establishment of Seniority List: 
Basic Needs Project Assistant 3 

2 Classification Revisions: Community College Police Captain 5 
3 Classification Revisions: Chief of Police 18 

4 Classification Revisions and Salary Reallocation:  
Community College Police Sergeant 32 

5 New Class Description and Salary Allocation:  
Theatre Arts Operations Assistant 46 

6 Ratification of Working out of Class and  
Internal Limited Term Assignments 53 

7 Appointments to Provisional Assignments 56 

8 New Classification Description and Salary Allocation:  
Information Technology Support Specialist 57 

9 
Classification Consolidation and Abolishment of two classifications: 
Academic Computing Instructional Specialist and 
Multimedia Technician 

64 

10 Classification Description Revisions: IT User Systems Administrator 66 

11 New Classification Description and Salary Allocation: 
Senior Information Technology Support Specialist 73 

12 Examination Schedule 80 
13 Advisory Item: Reappointment of Barbara Greenstein 81 

 
III. Adjournment 
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Agenda Report Number 1 

Subject Establishment of Seniority List: 
Basic Needs Project Assistant 

Date November 1, 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 list for approval:  
  

Basic Needs Project Assistant 
  
It is recommended that the Personnel Commission certify the seniority list effective November 1, 
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.  

 
Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Barbara Greenstein 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 2 
Subject Classification Revisions: Community College Police Captain 
Date November 1, 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 are the classification revisions for Community College Police Captain. 
 
As part of the cyclical review process, we are reviewing classifications in the Campus Safety job 
discipline. The Community College Police Captain acts as the first deputy to the Chief of Police 
and oversees the daily activities of the SMC Police Department. 
 
The Community College Police Captain classification was established in July 1977. This 
classification has been revised several times since its establishment. The most recent revision 
was approved in March 2023. There is currently one permanent incumbent in this classification. 
The proposed changes will not adversely affect the incumbent. 
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for 2022-23. The incumbent from the 
Community College Police Captain classification, was invited to participate in a class study 
orientation on December 13, 2022, to discuss the purpose of the study, methodology, timelines, 
possible outcomes, implications, and frequently asked questions.  The incumbent was requested 
to complete a Position Description Questionnaire (PDQ) by February 3, 2023. 
 
Personnel Commission staff consulted with Johnnie Adams, Chief of Police, to discuss the 
classification description. In addition, the Chief was requested to complete a duty analysis 
worksheet by rating the frequency and criticality of each duty in the current class description. 
Additionally, revisions are proposed to clarify duties assigned, knowledge and abilities required 
for the job, and to the minimum qualifications required of new employees. 
 
Additionally, a job evaluation and an external salary study of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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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. 
 
A comprehensive survey of comparable agencies was conducted. The salary survey of standard 
benchmark organizations resulted in moderate to strong matches, which are identified and 
presented below, with some variability in assigned functions but with comparable levels of 
responsibility. 
 

AGENCY JOB TITLE  MIN    MAX    MEDIAN   

Santa Monica College Community College Police 
Captain $11,670 $14,184 $12,927 

Cerritos College Captain of Campus Police  $10,097 $12,701 $11,399 
Contra Costa CCD Police Lieutenant $8,705 $10,609 $9,657 
El Camino College Campus Police Lieutenant  $10,332 $12,100 $11,216 
Mt. San Antonio 
College 

Lieutenant, Police & Campus 
Safety $12,579 $13,892 $13,236 

State Center CCD Police Lieutenant $9,511 $11,698 $10,605 

Ventura County CCD Community College Police 
Lieutenant $7,244 $10,042 $8,643 

 Average $9,745 $11,840 $10,793 
 25th Percentile $8,907 $10,881 $9,894 
 50th Percentile $9,804 $11,899 $10,910 
 75th Percentile $10,273 $12,551 $11,353 
 80th Percentile $10,332 $12,701 $11,399 
 90th Percentile $11,456 $13,297 $12,317 
 SMC % RANK 91.9% #N/A 96.6% 
 SMC Difference From AVG 16.5% 16.5% 16.5% 
 SMC Difference From MED 16.0% 16.1% 15.6% 

 

*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high 
or low values in a dataset, as compared to the average. Due to variability in the number of steps 
per range in comparable agencies, the median provides a more accurate comparison between 
agencies. 
 
 
The current salary for Community College Police Captain is M33  on the Classified Management 
Salary Schedule. In this survey, SMC is in the 96th median percentile compared to all benchmark 
agencies with comparable classifications; that is, 4% of market comparables were paid higher 
than the SMC classification. 
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SALARY REALLOCATION 
 
Based on median percentile ranking at the 96th percentile, salary reallocation is not 
recommended given that the current salary meets the District’s goal to target the 70th 
percentile.  
 
The following chart shows related classifications in this job discipline and salary allocation for 
each classification. 
 

JOB TITLE RANGE MIN    MAX   % DIFF BETWEEN LEVELS 
Chief of Police A20 $16,420 $18,103 40.70% 
Community College Police Captain M33 $11,670 $14,184 30.74% 
Community College Police Sergeant  
(Proposed Salary Reallocation) ** M22 $8,926 $10,850 28.06% 

Community College Police Officer  P42 $6,970 $8,471  

  ** Proposed in a subsequent Agenda item. 
 
Cyclical review results have been sent to the incumbent, Department Management, Business 
Services, Human Resources, and executive leadership.  

 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed classification description 
revisions for the Community College Police Captain. 
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 3 
Subject Classification Revisions: Chief of Police 
Date November 1, 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 are the classification revisions for Chief of Police. 
 
As part of the cyclical review process, we are reviewing classifications in the Campus Safety job 
discipline. The Chief of Police  manages and directs daily operations and activities of the Santa 
Monica Community College District Police Department and oversees the district-wide emergency 
preparedness programs. 

The Chief of Police classification was established in April 1983. This classification has been 
revised twice since its establishment. The most recent revision was approved in March 2023. 
There is currently one permanent incumbent in this classification. The proposed changes will not 
adversely affect the incumbent. 
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for 2022-23. The incumbent from the 
Chief of Police classification, was invited to participate in a class study orientation on December 
13, 2022, to discuss the purpose of the study, methodology, timelines, possible outcomes, 
implications, and frequently asked questions.  The incumbent was requested to complete a 
Position Description Questionnaire (PDQ) by February 3, 2023. 
 
Personnel Commission staff consulted with Mike Tuitasi, Vice President of Student Affairs, to 
discuss the classification description. In addition, Mr. Tuitasi was requested to complete a duty 
analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Additionally, revisions are proposed to clarify duties assigned, knowledge and 
abilities required for the job, and to the minimum qualifications required of new employees. 
 
Additionally, a job evaluation and an external salary study of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position. 
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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. 
 
A comprehensive survey of comparable agencies was conducted. The salary survey of standard 
benchmark organizations resulted in moderate to strong matches, which are identified and 
presented below, with some variability in assigned functions but with comparable levels of 
responsibility. 
 

AGENCY JOB TITLE MIN    MAX    MEDIAN   
Santa Monica College Chief of Police $16,420 $18,103 $17,262 
Cerritos College Chief, Campus Police Services $12,701 $16,963 $14,832 
Contra Costa CCD Chief of Police $10,609 $12,927 $11,768 
Glendale College Chief of Police $9,432 $12,036 $10,734 
Mt. San Antonio 
College Chief, Police and Campus Safety $14,671 $16,010 $15,341 

Pasadena City College Chief, Police and Safety Services $11,786 $14,327 $13,056 
Riverside CCD Chief of Police $14,127 $17,199 $15,663 
State Center CCD Police Chief $10,486 $11,183 $10,835 
Ventura County CCD Chief of Police $11,621 $15,574 $13,598 
 Average $11,929 $14,527 $13,228 
 25th Percentile $10,578 $12,704 $11,535 
 50th Percentile $11,703 $14,950 $13,327 
 75th Percentile $13,057 $16,248 $14,959 
 80th Percentile $13,556 $16,582 $15,137 
 90th Percentile $14,290 $17,034 $15,437 
 SMC % RANK 100% 100% 100% 
 SMC Difference From AVG 27.4% 19.8% 23.4% 
 SMC Difference From MED 28.7% 17.4% 22.8% 

 

*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high 
or low values in a dataset, as compared to the average. Due to variability in the number of steps 
per range in comparable agencies, the median provides a more accurate comparison between 
agencies. 
 
 
The current salary for the Chief of Police is A20 on the Classified Administrator’s Salary Schedule. 
In this survey, SMC is in the 100%th median percentile compared to all benchmark agencies with 
comparable classifications. 
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SALARY REALLOCATION 
 
Based on median percentile ranking at the 100%th percentile, salary reallocation is not 
recommended given current salary meets the District’s goal to target the 70th percentile.  
The following chart shows related classifications in this job discipline and salary allocation for 
each classification: 
 

JOB TITLE RANGE MIN    MAX   % DIFF BETWEEN LEVELS 
Chief of Police A20 $16,420 $18,103 40.70% 
Community College Police Captain M33 $11,670 $14,184 30.74% 
Community College Police Sergeant  
(Proposed Salary Reallocation)** M22 $8,926 $10,850 28.06% 

Community College Police Officer  P42 $6,970 $8,471  

**Proposed in a subsequent agenda item. 
 
Cyclical review results have been sent to the incumbent, Department Management, Business 
Services, Human Resources, and executive leadership.  
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed classification description 
revisions for the Chief of Police. 
 
Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Barbara Greenstein 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 4 

Subject Classification Revisions and Salary Reallocation:  
Community College Police Sergeant 

Date November 1, 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 are the classification revisions and salary reallocation for Community 
College Police Sergeant. 
 
As part of the cyclical review process, we are reviewing classifications in the Campus Safety job 
discipline. The Community College Police Sergeant serves as the Watch Commander for the SMC 
Police Department.  This role is responsible for enforcing District policies, procedures, safety 
regulations and ensuring a safe environment for students, staff and the public.  
 
The Community College Police Sergeant classification was established in June 1977. This 
classification has been revised several times since its establishment. The most recent revision 
was approved in March 2023. There are currently three 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, 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 February 3, 2023. 
 
Personnel Commission staff consulted with Johnnie Adams, Chief of Police, to discuss the 
classification description. In addition, the Chief of Police was requested to complete a duty 
analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Additionally, revisions are proposed to clarify duties assigned and knowledge 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 resulted in moderate to strong matches, 
which are identified and presented below, with some variability in assigned functions but with 
comparable levels of responsibility. 
 

AGENCY JOB TITLE  MIN    MAX    MEDIAN   
Santa Monica 
College 

Community College Police 
Sergeant $8,501 $10,333 $9,417 

Contra Costa CCD -  Police Services Sergeant $7,537 $9,183 $8,360 
El Camino College Campus Police Sergeant $8,201 $10,559 $9,380 
Foothill De Anza CCD Police Sergeant $7,861 $10,550 $9,206 
Glendale College Police Sergeant $7,019 $8,950 $7,985 
Mt. San Antonio 
College 

Sergeant, Police and Campus 
Safety $9,997 $11,250 $10,624 

Pasadena City 
College 

Sergeant, Police & Safety 
Services $8,739 $10,686 $9,712 

Riverside CCD Sergeant $9,582 $11,665 $10,624 
 Average $8,419 $10,406 $9,413 
 25th Percentile $7,699 $9,867 $8,783 
 50th Percentile $8,201 $10,559 $9,380 
 75th Percentile $9,160 $10,968 $10,168 
 80th Percentile $9,413 $11,137 $10,441 
 90th Percentile $9,748 $11,416 $10,624 
 SMC % RANK 59.2% 30.6% 51.8% 
 SMC Difference From AVG 1.0% -0.7% 0.0% 
 SMC Difference From MED 3.5% -2.2% 0.4% 

*The midpoint or 50th percentile of data; a calculation that is not as susceptible to extreme high 
or low values in a dataset, as compared to the average. Due to variability in the number of steps 
per range in comparable agencies, the median provides a more accurate comparison between 
agencies. 
 
The current salary range for Community College Police Sergeant is M20 on the Classified 
Management Salary Schedule. In this survey, SMC is in the 51.8% median percentile compared to 
all benchmark agencies with comparable classifications, that is, 48.2% of market comparables 
were paid higher than the SMC classification. 
 
SALARY ALLOCATION 
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It is recommended that the salary for Community College Police Sergeant be reallocated from 
M20 to M22 on the Classified Management Salary Schedule, a 5% increase. The proposed 
increase would place the median salary for this classification at the 70th 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.  
 
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: 
 

JOB TITLE REPORTS TO RANGE MIN    MAX   
% DIFF 

BETWEEN 
LEVELS 

Chief of Police Vice President of 
Student Affairs A20 $16,420 $18,103 40.70% 

Community College Police 
Captain Chief of Police M33 $11,670 $14,184 30.74% 

Community College Police 
Sergeant (Proposed Salary 
Reallocation) 

Chief of Police M22 $8,926 $10,850 28.06% 

Community College Police 
Officer  Chief of Police P42 $6,970 $8,471  

 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed classification description 
revisions and salary reallocation for Community College Police Sergeant as follows: 
 
FROM:  M20 – Classified Management Salary Schedule 
 
TO:  M22 – Classified Management Salary Schedule 
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 5 

Subject New Class Description and Salary Allocation:  
Theatre Arts Operations Assistant 

Date November 1, 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 a new classification description and salary allocation for Theatre 
Arts Operations Assistant.  
 
This new classification will perform specialized theatre duties to support the Theatre Arts 
Department, including but not limited to marketing and publicizing events, relationship building 
with industry partners, applying for production rights, records management and outreach.  The 
Theatre Arts Operations Assistant will report to the Director of Facilities Programming.  
 
METHODOLOGY 
 
Personnel Commission staff worked with Rob Rudolph, Director of Facilities Programming and 
Perviz Sawoski, Theatre Arts Department Chair to develop the 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 was 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. 
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RESULTS 
 
Key factors in determining that a new classification should be established involved the 
scope of responsibilities, knowledge required for the position, scope and effect of work, 
level of complexity, nature and purpose of contacts in the course of work, and level of 
decision-making. The individual selected for this position will: 
 

• Compile data related to theatrical productions, prepare informational and or descriptive 
statistical reports; maintain records; budget accounts and inventory; communicate with 
vendors in collaboration with procurement department; place service calls/work orders. 

• Coordinate writing and design of departmental promotional materials; maintain and 
update Theatre Arts Department website and bulletin boards; develop creative content 
campaigns for social media to showcase Theatre Arts Department activities and 
productions, boosting engagement and driving future traffic. 

• Perform a variety of clerical duties for the Department of Theatre Arts; maintain 
databases and spreadsheets; compose, edit and format letters, emails, reports; 
proofread and edit documents, create and distribute meeting agendas and minutes. 

 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking.  Sufficient market data was not available to utilize 
percentile ranking method of salary placement (i.e., at least 30% of surveyed jobs should be 
matched). Comparable agencies did not have a specialized role that matched the job purpose for 
Theatre Arts Operations Assistant.  As a result, salary allocation is recommended based on 
internal alignment with similar roles at the College. 
 
SALARY ALLOCATION 
 
It is recommended that the salary for the Theatre Arts Operations Assistant be allocated to 
Range 29 on the Classified Employee Salary Schedule.  The goal was to recommend a 
competitive salary to attract, motivate and retain qualified candidates through effective 
promotional paths. 
 
Based on job analysis findings, higher paid roles require a higher level of technical knowledge 
and experience, more independent decision-making, and wider scope/impact of work. 
Please see salary data for jobs in the Performing Arts job discipline at the College.  
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JOB TITLE RANGE MIN  MAX  % DIFF BETWEEN 
LEVELS 

Theatre Technical Director 43 $7,324 $8,903 10.25% 
Lead Theater Technician 39 $6,643 $8,075 4.99% 

Theatre Technical Specialist 37 $6,327 $7,690 10.25% 
Theater Technician 33 $5,739 $6,975 4.99% 

Event Scheduling Specialist 31 $5,466 $6,643 4.99% 
Theatre Arts Operations Assistant (New) 29 $5,206 $6,327  

 
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 Theatre Arts Operations Assistant at Range 29 on the Classified Employee Salary Schedule. 
 
Disposition by the Commission 
Motion Made By Lawrence Leone 
Seconded By Barbara Greenstein 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 6 

Subject Ratification of Working out of Class and  
Internal Limited Term Assignments 

Date November 1, 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 internal limited term assignment(s).   
 
Provisional Working out of Class Assignment 
 

Name/Permanent Class  Provisional WOC Assignment Assignment Dates 

Karen Monzon,   
Personnel Analyst  

Human Resources Analyst – 
Employee & Labor Relations 

(Confidential) 
11/1/2023 to 3/5/2024 

Abigail Orosz,   
International Student Services 
Specialist  

Professional Development 
Coordinator 11/16/2023 to 3/14/2024 

 
 
Merit Rule 3.2.10 Working Out of Class  
(Education Code Section 88010, 88087, 88106 - 88108)  
  
3.2.10  
  
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 
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specified in Merit Rule 7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term 
Appointments).  
  
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:  
  
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  
  
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.  
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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  
  
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.  
  
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.  
  
 7.4.3     ELIGIBILITY FOR APPOINTMENT  
  
Limited-term appointments shall be made from eligibility lists and employment lists in 
accordance with procedures for regular appointments.  
  
  
RECOMMENDATION  
  
It is recommended that the Personnel Commission approve the requests for working out of class 
and limited term assignments for the appropriate stipend as indicated under the above 
applicable sections of CSEA, Chapter 36, Article 11.7, and Merit Rules 3.2.10 and 7.4.  
  
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone  
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 7 
Subject Appointments to Provisional Assignments 
Date November 1, 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* 

Anthony Marcial Events Assistant Performing Arts Center 10/13/2023-6/30/2024 
Kyle D. Smith Events Assistant Performing Arts Center 7/10/2023-6/30/2024 
Paul Aninyei Events Assistant Performing Arts Center 10/25/2023 - 06/30/2024 
*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 Barbara Greenstein 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 8 

Subject New Classification Description and Salary Allocation:  
Information Technology Support Specialist 

Date November 1, 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 new classification description and salary allocation for 
Information Technology Support Specialist. 
 
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. As part of this effort, management has requested the creation of two new 
classifications, the Information Technology Support Specialist and Senior Information Technology 
Support Specialist, that will provide IT technical support services to District staff and students 
and ensure that technology resources are accessible to users across all District sites. These 
classifications will incorporate duties from existing multimedia and computer technical support 
classifications and help to streamline operations while providing a promotional pathway for 
existing District employees. This position will report to the IT User Support Manager. 
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METHODOLOGY 
 
Personnel Commission staff discussed this new role with Matthew Kiaman, Director of Network 
Services. Discussions took place to define and clarify the parameters of the proposed 
classification, and to make an initial recommendation as to whether the proposed job duties fit 
into an existing classification, or if further study was needed to assess the need for a new 
classification. 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 related classifications. 
 
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. Once the duties were finalized, Commission staff 
prepared the class description and salary proposal, and sent recommendations for review to 
stakeholders.   
 
 
RESULTS 
 
Key factors in determining the need for a new classification consist of the 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. Incumbents in this classification will:  
 

• Provide broad end user technology support and training to facilitate access to District 
systems, computers, software, audio visual equipment and peripherals by responding to 
user requests in-person, by phone, and electronically; provide timely response and 
resolution to requests and escalate issues to appropriate information technology 
personnel as needed. 

 
• Perform moves, adds, changes, repairs, testing, and maintenance of software and IT 

hardware including computers, monitors, scanners, speakers, and other peripheral 
devices at all college locations including employee offices, computer labs, and classrooms 
to provide end users with current and consistent access to hardware and software. 
 

• Maintain and troubleshoot basic audio-visual equipment issues, including podium PCs 
and peripherals; transport, set up, and operate audio/video equipment for District 
activities; coordinate efforts with other College personnel and refer as needed. 

 
 
A comprehensive salary survey of 16 comparable agencies was conducted to examine industry 
trends and determine current salary ranking. This survey yielded several strong to moderate 
matches as indicated below, with some variability in assigned functions but with comparable 
levels of responsibility.  
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AGENCY JOB TITLE  MIN    MAX    MEDIAN1   STUDENT 
FTE 

 GF 
REVENUE 
ACTUAL  

Santa Monica 
College 

Information 
Technology Support 
Specialist (proposed) 

$6,327 $7,690 $7,009 22,135 $244M  

Cerritos 
College 

Technical Support 
Specialist $6,137 $7,381 $6,759 16,881 $161M  

El Camino 
College 

Computer Systems 
Support Technician $6,860 $8,827 $7,844 16,062 $182M  

Long Beach 
City College 

Help Desk Support 
Specialist $5,955 $7,346 $6,651 20,226 $192M  

North Orange 
County CCD IT Technician I $6,048 $7,302 $6,675 33,960 $321M  

Santa Barbara 
City College 

Technology Services 
Specialist $7,096 $8,645 $7,870 12,038 $153M  

State Center 
CCD 

IT Customer Support 
Technician $5,712 $7,024 $6,368 29,832 $330M  

Ventura 
County CCD 

Information 
Technology Support 

Specialist I 
$5,430 $7,489 $6,460 26,232 $245M  

 Average $6,177 $7,716 $6,947   
 25th Percentile $5,833 $7,324 $6,555   
 50th Percentile $6,048 $7,381 $6,675   
 75th Percentile $6,498 $8,067 $7,301   

 80th Percentile $6,715 $8,414 $7,627   
 90th Percentile $6,954 $8,718 $7,854   

 SMC % RANK 71.0% 69.5% 70.5%   

 SMC Differences 
From AVG 2.4% -0.3% 0.9%   

 SMC Differences 
From MED 

4.4% 4.0% 4.8%   

 
1The 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. 
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SALARY ALLOCATION 
 
Based on external market data presented above, it is recommended that salary for the 
Information Technology Support Specialist be allocated to Range 37 on the Classified Employees 
Salary Schedule. This will place the median salary at the 71st percentile, which satisfies the 
District’s target of 70th percentile. Allocating the salary one range lower will result in a median 
salary at the 68th percentile, which is below the District’s 70th percentile target. 
 
The following chart shows classifications within the proposed series. 
 

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 24.84% 

IT User Systems Administrator 49 $8,479 $10,306 21.55% 
Senior Information Technology Support 

Specialist (Proposed) 41 $6,975 $8,479 10.24% 

Information Technology Support Specialist 
(Proposed) 37 $6,327 $7,690 5.00% 

Academic Computing Instructional 
Specialist (Proposed for Abolishment) 35 $6,026 $7,324 5.00% 

Multimedia Technician  
(Proposed for Abolishment) 33 $5,739 $6,975  

 
The class description and salary allocation were reviewed in labor-management as part of 
reorganization efforts in IT. See subsequent agenda report on the consolidation of Academic 
Computing Instructional Specialist and Multimedia Technician.  
 
RECOMMENDATION 
 
It is recommended that the Commission approve the attached new class description and salary 
allocation for Information Technology Support Specialist to Range 37 on the Classified Employee 
Salary Schedule. 
 
Disposition by the Commission 
Motion Made By   Barbara Greenstein 
Seconded By   Lawrence Leone 
Ayes  3 
Nays  0  
Abstentions  0 
Amendments/Comments    
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Agenda Report Number 9 

Subject 
Classification Consolidation and Abolishment of two classifications: 
Academic Computing Instructional Specialist and 
Multimedia Technician 

Date November 1, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

By John Linke, Supervising Personnel Analyst 
 
BACKGROUND 
 
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. As part of this effort, management has requested the creation of two new 
classifications, the Information Technology Support Specialist and Senior Information Technology 
Support Specialist, which are presented for the Commission’s approval in separate agenda 
reports. The purpose of creating these two classifications was, in part, to consolidate the existing 
Academic Computing Instructional Specialist and Multimedia Technician classifications under the 
Information Technology Support Specialist. 
 
Labor-management met on October 12, 2023, to discuss consolidation of these three 
classifications. The following process was agreed upon by labor-management during this 
meeting: 
 

• The Academic Computing Instructional Specialist and Multimedia Technician 
classifications will be consolidated under the Information Technology Support Specialist. 

• Incumbents in the Academic Computing Instructional Specialist and Multimedia 
Technician positions will be assigned to the Information Technology Support Specialist 
classification in permanent status, without the need for a probationary period, and will 
carry over their seniority credit and salary step from their current classification. 

• The Academic Computing Instructional Specialist and Multimedia Technician 
classifications will be abolished upon consolidation. 
   

The following chart shows classifications within the proposed series.  
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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 24.84% 

IT User Systems Administrator 49 $8,479 $10,306 21.55% 
Senior Information Technology Support Specialist 

(Proposed) 41 $6,975 $8,479 10.24% 

Information Technology Support Specialist 
(Proposed) 37 $6,327 $7,690 5.00% 

Academic Computing Instructional Specialist 
(Proposed for Abolishment) 35 $6,026 $7,324 5.00% 

Multimedia Technician  
(Proposed for Abolishment) 33 $5,739 $6,975  

 
RECOMMENDATION 
 
It is recommended that the Personnel Commission approve the consolidation of the Academic 
Computing Instructional Specialist and Multimedia Technician into the Information Technology 
Support Specialist, and the abolishment of the Academic Computing Instructional Specialist and 
Multimedia Technician classifications, as agreed upon in labor-management. 
 
Disposition by the Commission 
Motion Made By Barbara Greenstein 
Seconded By Lawrence Leone 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 10 
Subject Classification Description Revisions: IT User Systems Administrator 
Date November 1, 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 are class description revisions for IT User Systems Administrator. 
Changes to this classification were presented and approved at the regular Personnel Commission 
meeting on October 18, 2023.  
 
While preparing to open recruitment, Personnel Commission staff found that the 
education/experience equivalency statement relating to minimum qualifications is inconsistent 
with standard verbiage. This study is not part of the cyclical review process. 
 
METHODOLOGY 
 
Personnel Commission staff discussed the proposed change with Matthew Kiaman, Director of 
Network Services, and Miguel Reyes, IT User Support Manager, and the equivalency criteria was 
updated to reflect standard verbiage. Additionally, the distinguishing characteristics were 
updated to include the proposed Senior Information Technology Support Specialist, which is 
presented for approval in a separate agenda report. 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed class description revisions for IT 
User Systems Administrator. 
 
Disposition by the Commission 
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   3 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number 11 

Subject New Classification Description and Salary Allocation: 
Senior Information Technology Support Specialist 

Date November 1, 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 new classification description and salary allocation for Senior 
Information Technology Support Specialist. 
 
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. As part of this effort, management has requested the creation of two new 
classifications, the Information Technology Support Specialist and Senior Information Technology 
Support Specialist, that will provide IT technical support services to District staff and students 
and ensure that technology resources are accessible to users across all District sites. These 
classifications will incorporate duties from existing multimedia and computer technical support 
classifications and help to streamline operations while providing a promotional pathway for 
existing District employees. This position will report to the IT User Support Manager. 
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METHODOLOGY 
 
Personnel Commission staff discussed this new role with Matthew Kiaman, Director of Network 
Services. Discussions took place to define and clarify the parameters of the proposed 
classification, and to make an initial recommendation as to whether the proposed job duties fit 
into an existing classification, or if further study was needed to assess the need for a new 
classification. 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 related classifications. 
 
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. Once the duties were finalized, Commission staff 
prepared the class description and salary proposal, and sent recommendations for review by 
stakeholders.   
 
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 test content. 
 
RESULTS 
 
Key factors in determining the need for a new classification consist of the 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. Incumbents in this classification will:  
 

• Plan, coordinate and lead complex end user computing projects such as multi-
department/multi-lab computer upgrades; assist with developing resource estimates, 
task analysis, and operational coordination for assigned projects.   

 
• Create new images from scratch using appropriate scripting, security, management and 

deployment tools for larger, complex deployments in a networked environment. 
 

• Assist in the administration of configuration management systems; design, configure, 
deploy, monitor, and maintain Windows Active Directory or similar group policies, and 
logon script; coordinates more complex changes with Systems Administration staff as 
needed. 

 
• Work with functional areas to build, test and deploy electronic workflows in platforms 

such as work order systems and other District-provided applications. 
 
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 
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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 roles that had higher level technical responsibilities for network 
infrastructure or server administration and those without project lead responsibility.  
 
 
SALARY ALLOCATION 
 
It is recommended that salary for the Senior Information Technology Support Specialist be 
allocated to Range 41 on the Classified Employee Salary Schedule. This will provide a 10% 
difference between the Information Technology Support Specialist and Senior Information 
Technology Support Specialist roles, which is appropriate given the Senior’s responsibility for 
leading IT user support projects and performing more complex technical support work requiring 
expanded knowledge of IT systems. 
 
The following chart shows classifications within the proposed series. 
 

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 24.84% 

IT User Systems Administrator 49 $8,479 $10,306 21.55% 
Senior Information Technology Support 

Specialist (Proposed) 41 $6,975 $8,479 10.24% 

Information Technology Support Specialist 
(Proposed) 37 $6,327 $7,690 5.00% 

Academic Computing Instructional 
Specialist (Proposed for Abolishment) 35 $6,026 $7,324 5.00% 

Multimedia Technician  
(Proposed for Abolishment) 33 $5,739 $6,975  

 
The class description and salary allocation were reviewed in labor-management as part of 
reorganization efforts in IT. See subsequent agenda report on the consolidation of Academic 
Computing Instructional Specialist and Multimedia Technician.  
 
RECOMMENDATION 
 
It is recommended that the Commission approve the attached new class description and salary 
allocation for Senior Information Technology Support Specialist to Range 41 on the Classified 
Employee Salary Schedule. 
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Disposition by the Commission 
Motion Made By   Barbara Greenstein 
Seconded By   Lawrence Leone  
Ayes   3 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number 12 
Subject Examination Schedule 
Date November 1, 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 

Information Technology Support Specialist  Promotional 3 weeks 

Mail Services Worker I Merged Promotional and Open 
Competitive 3 weeks 

Senior Information Technology Support Specialist  Promotional 3 weeks 

Theatre Operations Assistant Merged Promotional and Open 
Competitive 3 weeks 

  
 
 
 
 
 
 
Disposition by the Commission 
Motion Made By Barbara Greenstein  
Seconded By Lawrence Leone 
Ayes 3 
Nays 0 
Abstentions 0 
Amendments/Comments 
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Agenda Report Number 13 
Subject Advisory Item: Reappointment of Barbara Greenstein 
Date November 1, 2023 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Please be advised that Commissioner Greenstein’s current term is scheduled to expire on 
November 30, 2023.  Commissioner Greenstein is one of the CSEA nominees to the Personnel 
Commission.    
  
Education Code 88065 states:“In any community college district which has a five-member 
personnel commission, two members of the commission shall be appointed by the governing 
board of the district and two members, nominated by the classified employees of the district, 
shall be appointed by the governing board of the district.   Those four members of the personnel 
commission shall, in turn, appoint the fifth member to the commission.”  
  
CSEA Chapter 36 has notified the Personnel Commission Office that they voted to re-appoint 
Barbara Greenstein to serve as a Commissioner for another three-year term, beginning 
December 1, 2023.  
  
The Board of Trustees will be advised that Barbara Greenstein is the CSEA nominee and per 
Education Code 88065, shall be appointed by the governing board of the district.  This item has 
been placed on the November 2023 Board of Trustees agenda.  
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IV. Adjournment at 11:12 a.m. 
 
Disposition by the Commission 
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   3 
Nays   0 
Abstentions   0 
Amendments/Comments    
  
  
 
 

Weekday Month Day Year Time Venue 

Wednesday November 15 2023 12:00 p.m. Business Bldg.  
Room 117 

Wednesday December 20 2023 12:00 p.m. Business Bldg.  
Room 117 

Wednesday January 17 2024 12:00 p.m. Business Bldg.  
Room 117 

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

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

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

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

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

 
 
 
As required by law, the agenda for the November 1, 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.  
 


