
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: English as a Second Language Inst ructional Support Assista nt 

Deparbnent: English as a Second Language 

Time (FTEJ: 47.5% Term (months/year): _ 1_2 __ _ 

Work Schedule (Days, Hours): MTW 5:30 pm - IO pm, Th 5:00 pm - 10 pm 

Sa lary Schedule (Range): _A_-_,1_s ____________ _ 

Background and Rationale (use back of form if additional space is 
needed): This position provides leadership, mentoring, and ongoi ng training of 

classroom aides in order 10 meet outcomes mandated for th e WIOA Tille II Gra nt 

Please list any changes in the budgeted position as described above 

[K] Continued Fu nded Position (ex. Vacancy) 
Former Employee (if applicable): Joseph Perez 

Last day of employment: 11 /18/2 1 v 
Reason for vacancy: New iob 

(Attach Existing Job Description) 

D Newly Funded Position Fiscal Year ___ _ 
D No Existing Job Description 

(Attach Draft of New Job Description) 

D Classified D Confidential 
D Supervisory D Administrative 

**For Temporary Special Project Administrators only 

D Tempo rary 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 nve (SJ yc~rs maximum with a sta tus change form. 

Funding From: --'~-'--v'--'1oc.cA.c....ccG'-'-ra"'n-'--1 ____ _ 

(i.e., title, time. term, etc.).-------------- --------- ----------------

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): 17422-t11osoo-211000-<193087-2IOO ~ % Amount $ __ S_2_2,_45_7 ____ _ 

Account Number(s): _____________________ _ __ % Amount$ ________ _ 

Funding: (check all that apply) D General Fund Unrestricted D Restricted Funds D Categorical 0 Grant O Tempora1y 
D 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: ----------------------------------------------

11/10/2021 

D7 /I ' ~2-/ 
Date ~ 

4. Human Resources Signature Date 

5. Vice President, Human Resources Date 

01/03/21 

Date 

o/Funding available □ Funding not available Position Number: CA9503 Contract Number: ____ _ 

Comments: ----------------------------------------------

Reviewed by President's Cabinet. the following action was taken on the above request: 

□ Approved to fill immediately □ Denied D Modified 

If position does not have funding. provide funding directions : _ ________________________ _ 

Rationale: ----------------------------------------------

6. Signature or President/CEO Da te 

HR 101 - RTF Form Revised 11.2 .17 LB 

1/6/21

January 11, 2022



POSITION 

NUMBER FTE SCH RANGE STEP 

CA9503 0.475 UA 45 3 

Prepared by Fiscal Ser.,iccs C Lam 11/15/2021 

TTL 

MTHS TITLE 

MT SAN ANTONIO COLLEGE 
FY 2021-22 SALARY PROJECTION 

ACCOUNT TOTAL 
FUND PERCENT SALARY 

12 English as Second Lan Sup Asst 17422 100.00% 20,007 

TOTAL 

TOTAL SALARY 

BENEFITS & BENEFITS FUNDING/COMMENTS 

2,450 22,457 WIDA Grant 21/22 

Page 1 or 1 CA9503 



Board Approved March 25, 2015 
FLSA: NON-EXEMPT 

ENGLISH AS A SECOND LANGUAGE 
INSTRUCTIONAL SUPPORT ASSIST ANT 

DEFINITION 

Under general supervision, performs a variety of responsible clerical duties in support of English as a 
Second Language (ESL) programs; assists in the orientation, training, and scheduling of Teacher Aides 
and assists with administrative processes, forms, data collection, and mandated assessments related to 
grants for ESL programs. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from assigned management or supervisory staff. Exercises no supervision 
of staff. 

CLASS CHARACTERISTICS 

This is an entry-level classification responsible for providing clerical assistance in the ESL division of the 
Continuing Education Department. This class is distinguished from the Office Assistant in that the former 
requires the knowledge of specialized ESL programs, policies and procedures. 

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 

► Prepares and issues materials and equipment for student use; maintains records or materials and 
equipment used by students. 

► Prepares and maintains various programmatic and/or student files and records; monitors and tracks 
attendance and usage of assigned functional area. 

► Provides orientation and training to Teacher Aides in performance assessment techniques; trains in 
administering standard testing, including the Comprehensive Adult Student Assessment System 
(CASAS) and El Civics for the WIA Title II (231) grant. 

► Gathers, assembles, updates, and distributes a variety of department specific information, forms, 
records, and data as requested; prepares and maintains departmental databases and reports. 

► Maintains classroom and laboratory environment in a safe, clean, and orderly condition. 
► Orders, receives, and stores supplies, materials, and equipment; maintains inventories, ensuring that 

adequate quantities are available for instructional use. 
► Prepares and maintains various records and reports related to operations and activities of assigned 

area as required. 
► Assists in the coordination of the use of lab facilities, ensuring the availability of appropriate supplies 

and equipment; facilitates the use of ESL programs, software, online resources for ESL students in 
the classroom and/or computer lab. 

► Trains and provides work direction to student workers as assigned. 
► Operates a variety of equipment related to the specialized area of assignment. 
► Learns and applies emerging technologies and, as necessary, to perform duties in an efficient, 

organized, and timely manner. 
► Performs other related duties as assigned. 

OUALIFICA TIONS 

Knowledge of: 

► Principles, practices, procedures, and equipment of assigned subject area. 
► Tutorial techniques to assist students with low English proficiency. 
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► Business letter writing and the standard format for reports and correspondence. 
► Principles and practices of data collection and report preparation. 
► Principles and practices of providing work direction and training. 
► Record keeping principles and procedures. 
► Modem office administrative practices, methods, computer equipment and computer applications 

related to work, including word processing, database, and spreadsheet applications. 
► English usage, spelling, vocabulary, grammar, and punctuation. 
► 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: 

► Provide instructional assistance and technical advice to students on the availability and uses of 
instructional materials and equipment. 

► Provide information and assistance to students and staff. 
► Ensure the care and security of assigned equipment, materials, and supplies. 
► Issue and receive equipment and supplies. 
► Understand and follow oral and written directions. 
► Maintain records and prepare reports. 
► Learn, interpret, and apply Federal, State, and local, administrative and departmental laws, codes, 

regulations, policies, and procedures. 
► Operate modem office equipment, including computer equipment, copiers, printers, software 

programs, and cash register. 
► Organize own work, set priorities, and meet critical time deadlines. 
► Make sound, independent decisions within established policy and procedural guidelines. 
► Use English effectively to communicate in person, over the telephone, and in writing. 
► Understand scope of authority in making independent decisions. 
► Review situations accurately and determine appropriate course of action using judgment according to 

established policies and procedures. 
► Establish, maintain, and foster positive and effective working relationships with those contacted in the 

course of work. 

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

Equivalent to the completion of the twelfth (1th) grade and one ( 1) year of varied office support 
experience preferably involving public contact. 

Ability to converse in a language other than English which is spoken by the students served in the ESL 
program may be desirable. 

Licenses and Certifications: 

► Incumbent may periodically be required to travel to a variety of locations. If operating a vehicle, 
employees must have the ability to secure and maintain a valid California driver's license. 

► 
PHYSICAL DEMANDS 

Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
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in person, before groups, and over the telephone. This classification primarily works indoors and requires 
frequent standing in and walking between work areas. Finger dexterity is needed to access, enter, and 
retrieve data using a computer keyboard or calculator and to operate standard office equipment. 
Incumbents in this classification frequently bend, stoop, kneel, reach, push, and pull drawers open and 
closed to retrieve and shelve materials. Employees must possess the ability to lift, carry, push, and pull 
materials and objects weighing up to 25 pounds. 

ENVIRONMENTAL ELEMENTS 

Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and. Employees may interact with staff and/or public and private representatives in interpreting and 
enforcing departmental policies and procedures. 




