President’s Cabinet

APPROVED

Akr“ 20. 2021 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.

[“]Continued Funded Position (ex. Vacancy)
Former Employee (if applicable): Amandajames
Last day of employment: October 11,2019
Reason for vacancy:_Promotion

(Attach Existing Job Description)
Instructions for completing this form are located on the back.

Position: Administrative Specialist Il D Newly Funded Position Fiscal Year
D No Existing Job Description
Department: High School Outreach (Attach Draft of New Job Description)

Classified
[ Ssupervisory

[C] Confidential

12 mos |:| Administrative

Time (FTE):____ 100 Term (months/year):

Work Schedule (Days, Hours); _M-Th 8:00 am to 5:00 pm/F 8:00 am to 4:30 pm

**For Temporary Special Project Administrators only

Salary Schedule (Range): ~ _Range 81  -Step ¥ [] Temporary Special Project Administrator

(Refer to AP 7135)

Background and Rationale (use back of form if additional space is
needed): Urgent: The previous incumbent started a new position as Administrative Specialist |V for the

Dean of CoursetingomOctober+4-26+9—Fheposittorrwasmoved-forward-forhiring but duetothe——

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.

pandemic was placed on a hiring "frost". Please see refer to memo attachment for justification of need.

Fundjng From: General Fund and SEAP

Please list any changes in the budgeted position as described above
(i.e., title, time, term, etc.). _No changes

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): 17231-512000-211000-645000-2100 59.99 % Amount $ $57,389

Account Number(s):

11000-51000-211000-631000-2100 40.01 % Amount $ $38,275

Funding: (checkall that apply) [v] General Fund Unrestricted [v] 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:
Signatures:
Tannia Robles 3 e o o 04-01-21 SUthahpny 5/10/21
" 1. Requesting Manager Signature Date 4. Humap Resourceﬁignature Date
4.26.21 i '%Cx 5/10/21
Date 5. Vice President, Human Resources Date
; o osloc[zoz!
3. Chief Qompliance/Budget Officer Signature Date
’?{_Fundmg available o Funding not available Position Number: CA9525 _ contract Number:
Comments: PC.OY[z0(202] pognid will fx. uymoss<o anD
NOer ity (Jo teSrest iR AND EA
Reviewed by President’s Cabinet, the following action was taken on the above request:
O Denied O Modified

XApproved to fill immediately

If position doés not have funding, provide funding directions:

Rationale:
Wl fowr ) e May 11, 2021
6. Signature of President/CE? Date

HR 101 _RTE Form Rovicad 11 2 17 1R




MT SAN ANTONIO COLLEGE

LR EUe 122 CA:

1

LARY PROJECTION _

CA9525 1.000 UA 081 Step3 12 Administrative Specialist Il 11000 40.01%
CA9525 1.000 UA 081 Step3 12 Administrative Specialist IlI 17231 59.99%

Total 100.00%
Notes:

Position is in the Frosted List with
no funding. This portion was
previously funded with the
Unrestricted General Fund.

24,112 14,163 38,275

Position is in the Frosted List with

no funding. This portion was
96,182 21,239 57,568 previously funded with SEAP
Program.

60,265 35,399 95,664

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 3/30/2021
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