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MT SAN ANTONIO COLLEGE

FY 2021-22 SALARY PROJECTION

TOTAL
POSITION TOTAL ACCOUNT TOTAL TOTAL SALARY
NUMBER FTE |SCH RANGE STEP |MONTHS TITLE FUND | PERCENT SALARY BENEFITS & BENEFITS FUNDING/COMMENTS
The Position will be vacant in
October and considered frosted
12 Director, Honors Program 11000 100.00% 140,101 46,763 186,864 with no funding. Currently, It is

MA9970 1.000 MN 15 3

Notes:

The budget calculations have been prepared by Fiscal Services and can be used for President's Cabinet to make decisions on

the funding sources.

Prepared by Fiscal Services C Lam 5/18/2021

funded with Unrestricted General
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Mt. San Antonio College

MEMORANDUM

Date: May 15, 2020

To:  Dr. Bill Scroggins, President & CEO

From: Dr. Karelyn Hoover, Dean of Humanities and Social Sciences
Re:  Request to Fill Director, Honors Program

We request the position of Director, Honors Program be filled based on: (1) the volume of
students served, (2) the variety of services to be coordinated, and (3) consistency in leadership
that a permanent position provides including the success currently achieved under a
management level director.

1. Volume of students served:
The Honors Program is one of the largest community college Honors programs in the state
and one of the largest student-centered programs on campus. With 1227 Honors students
currently enrolled in spring 2021, the program has grown by 63% from spring 2016.

2. Variety of services coordinated/directed:
The Honors Program crosses both instructional and student services divisions and a director is
needed to coordinate efforts and serve as a liaison to a variety of departments and programs.
Coordination with academic departments is critical for scheduling of adequate Honors Program
class offerings. From fall 2020-Summer 2021, 133 Honors courses were offered. In addition,
coordination of Honors counseling is critical to Honors student success. Honors students
routinely transfer to high competitive institutions and coordination of and training of dedicated
Honors counselors is imperative to that success. Under the director’s guidance, Honors
counselors and the director sort through more than 700 Mt. SAC applicants to UCLA and UCI
every year to verify completion of Honors certification and transfer agreement requirements for
those institutions. The director and counselors certified 156 Honors students in early 2021 for
the UCLA Transfer Alliance Program agreement and 108 Honors students for the UCI
Honors2Honors agreement. In addition, collaboration and relationship-building with other
student-centered programs is important to create Honors Program awareness, recruit students
into the program, and ensure cross-program student success. The Honors Program also
offers numerous workshops for students throughout the year and also prepares students for
numerous research conferences.
The Honors Program currently has no other fulltime employees other than the director. The
program has one part-time administrative assistant position, three counselors who provide 28
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hours per week of counseling services, an Honors Faculty Coordinator (faculty reassigned time
appointed by the Academic Senate), and 5-10 Honors Student Ambassadors (student
assistants).

3. Consistency in leadership/program success:
Having a permanent director provides consistency in leadership which leads to greater
program success. As indicated above, under the current director, the Honors Program has
grown by 63% in five years. Due to increased efforts to recruit LatinX students, during this
period LatinX student enroliment in the Honors Program increased 79% from 311 students in
spring 2016 to 559 in spring 2021. In addition, a recent January 2021 study conducted by
Institutional Research as requested by the directed revealed that students who participate in
the Honors program or have completed the requirements to become Honors Certified are more
likely to obtain a degree or transfer to a four-year institution than students who are eligible for
the program but do not enroll.

We request the Director, Honors Program position be filled in order to continue the persistent
outreach, coordination, data review and analysis, and strategic planning needed to generate
these outcomes and to fully coordinate this large program.






MT. SAN ANTONIO COLLEGE
Human Resources
REQUEST TO FILL - STAFF and ADMINISTRATIVE POSITIONS

**This form is used to gain approval prior to recruiting for a position.

Instructions for completing this form are located on the back.

Position: Director, Honors Program

Department: Honors

Time (FTE): __100%  Term (months/year): 12
8:00-4:30

Work Schedule (Days, Hours):

Salary Schedule (Range): CM 15 (11,116-12,289)

Background and Rationale (use back of form if additional space is
needed): Please see attached memo

[2] Continued Funded Position (ex. Vacancy)
Former Employee (if applicable): Heidi Lockhart
Last day of employment: Retirement
(Attach Existing Job Description)

[] Newly Funded Position Fiscal Year

[J No Existing Job Description
(Attach Draft of New Job Description)

[ Cclassified [ confidential
[E] Supervisory [J Administrative

**For Temporary Special Project Administrators only

[] Temporary Special Project Administrator
(Refer to AP 7135)

Temporary Special Project Administrators can only be hired through
the end of the current fiscal year. These positions can be renewed each
fiscal year, for up to five (5) years maximum with a status change form.

Please list any changes in the budgeted position as described above

Funding From: HsS

(i.e. title, time, term, etc.). None

Please list the Account Number(s) and Budget Amount(s) that is/are being used to fund this Position. This section MUST be completed in

order to provide budget for the position.

Account Number(s): 11000-300100-121000-493000

_ 100 % Amount$ 189,864

% Amount$

Account Number(s):

Funding: (checkall that apply) [ ] General Fund Unrestricted [_] Restricted Funds [_] Categorical [ ] Grant [] Temporary
[] Annual renewal of this position is contingent upon the College’s receipt of continued funding

Duration (if grant/temporary funded): Beginning date: End date:
Comments:
5/14/2021
Date 4. Human Resources Signature Date
Y b/l e 5/20/21
2. Division Vice President Signature Date 5. Vice President, Human Resources Date
3. AVP Fiscal Services Signature Date

o Funding available o Funding not available Position Number:

Comments:

Contract Number:

Reviewed by President’s Cabinet, the following action was taken on the above request:

O Approved to fill immediately

If position does not have funding, provide funding directions:

O Denied

O Modified

Rationale:

6. Signature of President/CEO Date

HR 101 - RTF Form

Revised 7.2.14 SH






Request to Fill Process:

A. Before completing the form:

a.

The requesting manager consults with their Vice President as well as departmental budget staff and with Fiscal
Services, as necessary, to identify the appropriate funding source for the position.

The requesting manager consults with Human Resources, as necessary, to determine the appropriate position/job
description. Human Resources (HR) works with the requesting manager, as necessary, to develop the positions
description. HR will advise the requesting manager of any collective bargaining related obligations or other required
processes.

The requesting manager obtains final verbal approval from their department Vice President or designee.

B. Completing the form:

1.

Requesting Manager (RM) establishes that there is a continuing need for the position, that it is funded, and that it is
appropriately classified. The RM then completes the top portion of the Request to Fill and submits to their Division
Vice President.

Division VP reviews the request and verifies that the position meets the hiring needs. The VP then approves/denies
the Request to Fill; may consult with HR. Forwards the approved Request to Fill to Fiscal Services.

Fiscal Services (Budget & Accounting Technician and AVP) reviews account information, ensures Position
Number, and determines budget availability, whether currently available or future availability. The AVP, Fiscal
Services signs the Request to Fill when accounting and budget information is determined. It is then forwarded to the
VP of HR. If information is incomplete, the Request to Fill is returned to the Division VP for consultation.

Human Resources verifies the information and resolves discrepancies, if necessary and forward to the Vice President
of Human Resources.

VP of HR reviews the request and takes the Request to Fill to President’s Cabinet (PC) for approval.

College President/CEO evaluates the request to fill to ensure it meets the needs of the college and its institutional
goals and determines whether the Request to Fill, is approved to fill, denied, modified, or on hold until further notice.
Returns the Request to Fill, to the VP of HR. VP of Human Resources notifies Fiscal services the decision made at
President’s Cabinet.

HR Recruiter is assigned the approved Request to Fill, contacts the hiring manager and begins the recruitment
process. If not approved in PC, the HR Director informs the Hiring Manager/Division VP of PC’s decision.

Request to Fill Definitions:

Continued Funded Position: This box is checked if the Request to Fill is for an already funded position. This position may or
may not be replacing a previous employee. Ifitis, the employee’s name and last date of employment are indicated accordingly.

Newly Funded Position: This box is checked if the Request to Fill is for a newly funded position in this year’s budget or has
been approved for funding in the next fiscal year.

No Existing Job Description: This box is checked if no current job description meets the needs of the desired position. Please
note, if a Classified position, the proposed job description must be reviewed and approved by CSEA prior to the position being
recruited.

Temporary Project Administrator: This term refers to a temporary management employee appointed in accordance with
AP 7135. These positions are hired on an annual basis, up to a maximum of five (5) years.

HR 101 — RTF Form Revised 7.2.14 SH






A. Prior to Completing RTF Form

Work Flowchart for Request To Fill (RTF) Process Overview

(a)
Requesting Manager (RM)

B. Routing the RTF Form

Department
(b)
(c) Budget Fiscal
Division VP Human Resources
(Verbal Approval) (Consultation)
é.

(1) (2) (3)
Requesting Manager | N Division VP > Fiscal Services
(Completes Form) (Approves) (Approves)

v
(6) (5) (4)
College President/CEO Human Resources < Human Resources
(Vice President) (Processes)

(7)
Human Resources
(HR Recruiter)
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Board Approved August 17, 2016
FLSA: EXEMPT

DIRECTOR, HONORS PROGRAM

DEFINITION

Under general direction, plans, organizes, oversees, coordinates, reviews, and
personally performs difficult and complex professional work related to the activities of the
Honors Program, including evaluating and approving students’ program eligibility and
coordinating with other departments and divisions in scheduling program classes;
provides counseling services to students on college admission processes; researches
and gathers various program data and develops reports; provides highly complex and
responsible support to the Dean, Humanities and Social Sciences in areas of expertise.

PERVISION RECEIVED AND EXERCISED

Receives general direction from the Dean, Humanities and Social Sciences. Exercises
direct and general supervision over professional, technical, and administrative support
staff.

LA HARACTERISTI

This is a management classification that manages all activities of the Honors Program.
Responsibilities include performing diverse, specialized, and complex work involving
significant accountability and decision-making responsibility. The incumbent organizes
and oversees day-to-day activities and is responsible for providing professional-level
support to the Dean, Humanities and Social Sciences in a variety of areas. Successful
performance of the work requires an extensive professional background as well as skill
in coordinating programmatic work. This class is distinguished from the Dean,
Humanities and Social Sciences in that the latter oversees the programming and
administration of the District’'s entire Humanities and Social Sciences Department.

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

> Plans, manages, and oversees the daily functions, operations, and activities of the
Honors Program.

> Serves as primary advisor for Alpha Omega Alpha chapter of PTK and Honors Ambassadors;
train co-advisors; attends general and officers meetings on a weekly basis.

» Oversees leadership training for new officers; consults regularly with each officer
concerning his/her duties, program, and events.

» Coordinate Honors course scheduling; review schedule of classes for accurate
information and course listings relating to the Honors program.

» Work with professors, departments, and deans to optimize Honors enrollment
management policies.

» Maintain ongoing communication with administration and faculty regarding Honors
events and opportunities and enrollment trends in Honors courses.

» Prepares and administers the annual Honors Program budget, monitor budget and
auxiliary accounts for Honors programs and secures alternate sources of funding as
appropriate such as grants and other relevant sources.
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Hires, trains, evaluates, and develops assigned personnel.

Facilitates the development of strategic plans for the program and manages relevant
and appropriate activities resulting from the goals of that strategic planning. Prepare
annual reports as needed.

Works with other faculty, departments, divisions and various disciplines to offer
appropriate honors courses.

Supports marketing and recruitment efforts on campus and in local high schools to
recruit qualified students for Honors.

Maintains current communication with Honors students and various campus offices to
ensure that students in the program are aware of Honors program activities as well as
deadlines for transfer and scholarship applications.

Advises and monitors students in person, writing, e-mail, and by phone.

Reviews student records to certify completion of program and Transfer Articulation
Program (TAP) certification.

Compiles materials and analyzes data regarding enrollment, student success,
retention, and transfer.

Publicizes undergraduate conference opportunities for Honors students and facilitates
student participation in conference presentations, accompanying students to
conferences.

Schedules, plans, and provides leadership for Honors Advisory Council meetings;
consults with Council members concerning policy revisions and emerging trends within the
Honors Program

Collaborates in the recruitment of new Honors professors and assists Honors
professors in understanding Program policies and practices.

Maintains contact with transfer partners, especially concerning scholarship opportunities and
articulation with their Honors programs; represents Mt. SAC at monthly Honors Transfer Council
of California meetings.

Maintains communication with Honors directors and counselors of other community college
Honors programs; attends regional and national meetings to maintain currency in areas such
as transfer articulation, leadership, undergraduate research opportunities, and best practices
for excellent Honors programs.

Manages, tracks, and coordinates relevant and appropriate activities for the Honors
College cohort students including, scheduling classes, workshops, trainings, and
fieldtrips.

Manages Honors peer mentor program including hiring, supervising and tracking the
recruitment of target populations including coordinating retreats, leadership trainings,
field trips, and providing training and supervision for peer mentors.

Maintains and updates Honors website to function as a dynamic communication tool
for the students and the campus.

Advises, provides guidance, and prepares and delivers presentations on issues
pertaining to the Honors Program.

Supervise collaborative planning processes for events, projects and activities.
Monitors changes in laws, regulations, and technology that may affect District or
program operations; implements policy and procedural changes as required.

Learns and applies emerging technologies and, as necessary, to perform duties in

an efficient, organized, and timely manner.

Performs other related duties as assigned.
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QUALIFICATIONS

Knowledge of:
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Planning, organizing, and directing the operations of a comprehensive Honors Program
(including Phi Theta Kappa Honors Society and the Honors Ambassadors Club).
Budget preparation and control.

Principles, practices, and procedures for the evaluation and supervision of personnel.
Instructional techniques, materials, and strategies related to effective maintenance of
a high quality Honors program.

Applicable Federal, State, and local laws, regulatory codes, ordinances, and
procedures relevant to assigned programs, projects, and operations.

Curriculum model standards for Honors courses.

Effective policies and practices in supporting the needs of Honors program students.
Application and transfer process for four-year colleges and universities.

Effective practices for event planning.

Methods and techniques for the development of presentations, business
correspondence, and information distribution; research and reporting methods,
techniques, and procedures.

Modern office practices, methods, and computer equipment and applications.

English usage, spelling, vocabulary, grammar, and punctuation.

Techniques for effectively representing the District in contacts with governmental
agencies, community groups, and various business, professional, educational,
regulatory, and legislative organizations.

Techniques for providing a high level of customer service by effectively dealing with
the public, vendors, students, and District staff, including individuals of various ages,
disabilities, socio- economic and ethnic groups.

Skills & Abilities to:
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Develop and implement goals, objectives, policies, procedures, work standards, and
internal controls for assigned program areas.

Prepare and administer budgets; allocate limited resources in a cost effective manner.
Interpret, apply, and explain laws, codes, regulations, policies, and procedures related
to Honors programs.

Coordinate activities to ensure compliance with established requirements for Honors
programs.

Analyze situations accurately and adopt an effective course of action.

Monitor, evaluate, and modify services and procedures to enhance/the educational
effectiveness of the Honors programs and their capacity to meet student needs.
Develop, Implement, and conduct new student orientations and assist with workshops
necessary for successful student applications to transfer institutions.

Research, analyze, and evaluate new service delivery methods, procedures, and
techniques.

Prepare comprehensive narrative and statistical reports including management and
analysis of data.

Effectively represent the District and the program in meetings with various
educational, business, professional, regulatory, and legislative organizations.
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» Prepare clear and concise reports, correspondence, policies, procedures, and other
written materials.

Meet schedules and timelines.

Operate a computer and assigned office equipment.

Use technology including Banner, OnBase, Argos, Sandbox, OmniUpdate, and Acrobat
Professional.

Use English effectively to communicate in person, over the telephone, and in writing.
Work independently with little direction; plan and organize work.

Establish and maintain cooperative and effective working relationships with students,
faculty, and administrators related to assigned programs.

VVV VVYVY

Education and Experience:

Any combination of training and experience which would provide the required
knowledge, skills, and abilities is qualifying. A typical way to obtain the required
qualifications would be:

Equivalent to a Master’s degree from a regionally accredited college or university and two
(2) years college program management experience.

Preferred Qualifications:

» Five years community college teaching.
» Two years community college Honors teaching.
» Two years Honors program administration.

Licenses and Certifications

» Possession of, or ability to obtain, a valid California Driver’s License by time of
appointment.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office
equipment, including a computer; to operate a motor vehicle and to visit various District
and meeting sites; vision to read printed materials and a computer screen; and hearing
and speech to communicate in person, before groups, and over the telephone. This is
primarily a sedentary office classification although standing and walking between work
areas may be required. Finger dexterity is needed to access, enter, and retrieve data
using a computer keyboard or calculator and to operate standard office equipment.
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull
drawers open and closed to retrieve and file information. Employees must possess the
ability to lift, carry, push, and pull materials and objects up to 20 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled
temperature conditions, and no direct exposure to hazardous physical substances.
Employees may interact with staff, students, and/or the public in interpreting and
enforcing departmental policies and procedures.











