
 

   

   

   

  

   

    

  
 

  
    

       
  

       
       

     General Fund Unrestricted    Restricted Funds    Categorical   Grant    
     

      

 
 

 

    
     

    
    

  
                

                    

   

 

   

  
 

   

 

  

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

  

    
     

  
    

 

         

 
 

               
 

_________________________________________________________________________________________________________________________________________________ 

____________________________________________________ _________________________ __________________________________________________ _______________________ 

____________________________________________________ _________________________ __________________________________________________ ________________________ 

____________________________________________________ _________________________ 

_________________________________________________________________________________ _________________________ 

Continued Funded Position (ex. Vacancy) 
MT. SAN ANTONIO COLLEGE Former Employee (if applicable):   

Human Resources  
REQUEST TO FILL  - STAFF and ADMINISTRATIVE POSITIONS 

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

Last day of employment: 
Reason for vacancy: ________________ 
(Attach Existing Job Description) 

Instructions for completing this form are located on the back. 
Newly Funded Position Fiscal Year _____________ 

Position: _________________________________________________________________ 

Department: ____________________________________________________________ 
Confidential 
Administrative 

Classified 
SupervisoryTime (FTE): _____________Term (months/year): _____________ 

**For Temporary Special Project Administrators only Work Schedule (Days, Hours): _________________________________________ 

Temporary Special Project Administrator Salary Schedule (Range): _______________________________________________ 
(Refer to AP 7135) 

Background and Rationale (use back of form if additional space is 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. 

needed): 

Funding From:  

Please list any changes in the budgeted position as described above 
(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): _____________________________________________________________ _______% Amount $_________________________ 
Account Number(s): _____________________________________________________________ _______% Amount $_________________________ 

Funding: (check all that apply) 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: 

1. Requesting Manager Signature Date 4. Human Resources Signature Date 

2. Division Vice President Signature Date 5. Vice President, Human Resources Date 

3. Chief Compliance/Budget Officer Signature Date 

□ Funding available □ Funding not available Position Number: _______________ Contract Number: _______________ 

Comments: _____________________________________________________________________________________________________________________________________________________________________ 

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

□ Approved to fill immediately □ Denied □ Modified

If position  does not have funding,  provide funding directions:_________________________________________________________________________  

Rationale: ____________________________________________________________________________________________________________________________________ 

6. Signature of President/CEO Date 

HR 101 – RTF Form Revised 11.2.17 LB 

February 13, 2024
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POSITION
NUMBER FTE RANGE NAME

Repurposing from Educational Advisor A-95 to Student Services Program Specialist II A-79:

1.000  79 Student Services Program Specialist II 47,106 113,055  UGF 

Repurposing from Administrative Specialist III A-81 to Administrative Specialist IV A-88:

1.000  88 Administrative Specialist IV 50,756 121,814  UGF 

Total Budget Needed 97,862 234,869 

Elimination Educational Advisor A-95 and Administrative Specialist III A-81:
CA9778 1.000  95 Educational Advisor (Vacant since Dec 2023) 93,597 129,188  UGF 

CA9931 1.000  81 Administrative Specialist III  (Vacant since Mar 2024) 40,006 114,933  UGF 

Total Funding Sources 133,603 244,121 

One-time Savings in FY 23-24 $35,741

Ongoing Savings in FY 24-25 $9,252

MT SAN ANTONIO COLLEGE 
SALARY PROJECTION

Student Services Repurposing
(Prepared February12, 2024)

FY 23-24 
Feb-Jun (5 M)

FY 24-25
Jul-Jun (12 M)

Assumptions: The salary calculations include the latest negotiated increase of 4.11% for CSEA262 employees as approved by the Board 
of Trustees on September 13, 2023.

Note: The One-time savings of Educational Advisor (CA9778) and Administrative Specialist III (CA9931) are based on the current step 
where the prior employee was placed in FY 23-24. These are one-time savings and can't carry over to next year. FY 24-25, vacancies are 
budgeted at step 3 for both positions.

 TOTAL SALARY & 
BENEFITS 

 TOTAL SALARY & 
BENEFITS 

Repurposing Positions

Funding Sources Details

Funding 
Source/Comments

Prepared by Fiscal Services C Lam 2/12/2024
Page 1 of 1 SS Restructure Revised 2.12.24

23-24 Salary Proj-Template-9.27.23



Board Approved December 9, 2015 
FLSA: NON-EXEMPT 

 
STUDENT SERVICES PROGRAM SPECIALIST II 

 
DEFINITION 
 
Under general supervision, provides a variety of complex technical and support services 
for students in various specialized areas to facilitate students’ access to education and 
training.  Incumbents in this classification may perform specific duties related to the 
particular program assignment.  These may include performing or facilitating duties such 
as: testing accommodation, in-classroom scribing, proctoring, furniture accessibility, 
interpreting and captioning, matriculation, admissions, application, case management, 
and self-sufficiency services; provides information and assistance to students regarding 
program eligibility, applications, registration, student records, and admissions; identifies 
student needs and refers students to other campus or community resources, as 
appropriate; provides assistance for a wide variety of assignments related to the 
administration of program projects and services. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from the assigned managerial personnel.  Exercises no 
direct supervision over staff.  May provide technical and functional direction to support 
staff and student workers. 
 
CLASS CHARACTERISTICS 
 
This is the second of two levels in the Student Services Program Specialist class series 
capable of performing the full range of services in support of the assigned program, 
exercising independent judgment, and initiative. Incumbents at this level receive only 
occasional instruction or assistance as new or unusual situations arise and are fully aware 
of the operating procedures and policies of the work unit. This class is distinguished from 
the Student Services Program Specialist I in that incumbents in this position perform a 
broader range and more complex program support and/or a specialized function related 
to the area of assignment, program, or department. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
1. Plans, coordinates, and evaluates program activities; participates in the formulation, 

development, and implementation of program policies and procedures for the 
assigned specialized student service; communicates with instructors, counselors, 
administrators, other staff, faculty, and outside agencies and community 
groups/partners to coordinate, implement and evaluate the assigned program and to 
exchange information. 

2. Schedules and/or conducts informal workshops, informational sessions, and program 
orientations for new or prospective program participants and parents regarding 
assigned program and services; participates in outreach activities to promote 
educational opportunities and services available in assigned area; assists in 
developing program informational materials. 

3. Provides technical information and expertise to students, instructors, counselors, and 
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others in the assigned program; works with students, counselors, instructors, and 
other staff to address students’ needs, barriers to education, personal, and family 
situations, and their progress within the assigned program; demonstrates and assists 
students with the use of computer applications, and materials; refers students to 
tutoring or counseling as needed; advocates for the student to other services 
providers. 

4. Contacts and interviews by telephone, or in person, students, parents, faculty, staff, 
and various outside organizations to assess students’ need for services and obtain 
data related to the assigned program for informational, data collection, and report 
development purposes. 

5. Monitors requests for program services; utilizes case management approach; 
schedules services for assigned classes; schedules students for counseling sessions 
or interviews; keeps records of schedule changes; collects and processes timesheets 
from and feedback for individuals and specialists providing services on a contract or 
hourly basis. 

6. Oversees and coordinates the processing of a variety of documents related to the 
assigned student service area; maintains and creates student files, various records, 
and other files. 

7. Inputs into, maintains, and downloads data from a computer database; gathers, 
compiles, tracks, and analyzes pertinent data and statistics; prepares and maintains 
a variety of narrative and statistical records and reports related to program activities 
and effectiveness. 

8. Gathers program data and provides reports in a timely manner to the appropriate 
funding source. 

9. Maintains accurate and detailed spreadsheets, complex files, and records, verifies 
accuracy of information, researches discrepancies, records information, and monitors 
impact on program funding and budgets; archives and purges files and records in 
compliance with applicable regulations, policies, and procedures. 

10. Answers questions from and provides support services to students and visitors 
regarding program eligibility, requirements, registration, student records, and other 
policies and procedures. 

11. Verifies and reviews forms and reports for completeness and conformance with 
established policies and procedures; applies departmental and program policies and 
procedures in determining completeness of applications, records, and files. 

12. Composes, types, formats, and proofreads a variety of routine letters, reports, and 
documents; prepares, copies, collates, and distributes a variety of documents; 
ensures proper filing of copies in departmental or central files. 

13. Screens calls and visitors; assists students and visitors at front counter and directs to 
appropriate locations and/or staff; responds to complaints and requests for 
information; assists in interpreting and applying regulations, policies, procedures, 
systems, rules, and precedents in response to inquiries and complaints. 

14. Promotes an environment of belonging as it relates to diversity, equity, inclusion, 
social justice, anti-racism, and accessibility.  

15. Provides quality customer service when interacting with the public, vendors, students, 
and College staff, including individuals from minoritized groups. 

16. Supports and abides by federal, state, local policies, and Board Policies and 
Administrative Procedures. 
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17. Participates on committees, task forces, and special assignments, including, but not 

limited to Screening and Selection Committees and mandated trainings as required. 
18. Prepares and delivers oral presentations related to assigned areas as required. 
19. Performs other related or lower classification duties as assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 
1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, anti-

racist, and accessible academic and work environment. 
2. Applicable codes, regulations, policies, technical processes, and procedures related 

to the program to which assigned. 
3. Research and reporting methods, techniques, and procedures. 
4. Principles and practices of data collection and report preparation. 
5. Applicable federal, state, local, and College policies, codes, regulations, technical 

processes, and procedures related to the program to which assigned. 
6. Computer applications used in the process of assisting students to attain their 

educational and training goals. 
7. Modern office practices, methods, and computer equipment and applications related 

to the work. 
8. Record keeping principles and procedures. 
9. Principles, practices, and techniques of effectively dealing with the public and basic 

public relations. 
10. English usage, spelling, vocabulary, grammar, and punctuation. 
11. Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, 
regulatory, and legislative organizations. 

 
Skills & Abilities to: 

 
1. Advocate for and communicate the College’s vision and commitment to creating a 

diverse, equitable, inclusive, socially just, anti-racist, and accessible academic and 
work environment.  

2. Participate in addressing gaps in diversity, equity, inclusion, social justice, anti-racism, 
and accessibility in the recruitment and retention of staff.  

3. Participate in providing resources and support towards the goal of a diverse, equitable, 
inclusive, socially just, anti-racist, and accessible academic and work environment.  

4. Perform responsible administrative and technical support work with accuracy, speed, 
and general supervision. 

5. Provide varied and responsible work requiring the use of tact and discretion. 
6. Understand the organization and operation of the College, the assigned program, and 

of outside agencies as necessary to assume assigned responsibilities. 
7. Participate in the development of goals, objectives, policies, procedures, and work 

standards for assigned programs. 
8. Analyze, interpret, summarize, and present administrative and technical information 

and data in an effective manner. 
9. Interpret, apply, explain, and ensure compliance with applicable Federal, State, and 
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local policies, procedures, laws, and regulations. 

10. Effectively represent the College in meetings with governmental agencies, community 
groups, and various businesses, professional, and regulatory organizations, and in 
meetings with individuals. 

11. Make accurate mathematical and basic statistical computations. 
12. Establish and maintain a variety of filing, record keeping, and tracking systems. 
13. Organize own work, set priorities, and meet critical time deadlines. 
14. Use English effectively to communicate in person, over the telephone, and in writing. 
15. Learns and applies emerging technologies and, as necessary, to perform duties in an 

efficient, organized, and timely manner. 
16. Review situations accurately and determine appropriate course of action using 

judgment according to established policies and procedures. 
17. Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
 
Education and Experience: 
 
1. Equivalent to an Associate’s degree from a regionally accredited college; and 
2. Two (2) full time equivalent years of experience in providing technical program support 

for a program. 
 
Licenses and Certifications: 
 
The 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 in person 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. 
Incumbents in this classification occasionally bend, stoop, kneel, reach, push, and pull 
drawers open and closed to retrieve and file information. Incumbents must possess the 
ability to lift, carry, push, and pull materials and objects up to 25 pounds. 
 
ENVIRONMENTAL ELEMENTS 
 
Incumbents work in an office environment with moderate noise levels, controlled 
temperature conditions, and no direct exposure to hazardous physical substances. 
Incumbents may interact with staff, students, and/or the public in interpreting and 
enforcing departmental policies and procedures. 
 
Amended: 3/2020; 7/2023 
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	Continued Funded Position ex Vacancy: On
	Newly Funded Position: Off
	Former Employee if applicable: Cynthia Orozco
	Salary Schedule (Range): A-79
	Position: Student Services Program Specialist II
	No Existing Job Description: Off
	Last day of employment: 10-7-2023
	Vacancy reason: resignation
	Fiscal Year: 
	Department: El Centro
	Classified Position: Yes
	Confidential Position: Off
	Time(FTE): 100%
	Term(Mos/Yr): 12
	Supervisory Position: Off
	Administrative Position: Off
	Work_Schedule (Days, Hours): Monday - Friday, 8:00am - 5:00pm
	Temporary Special Project Administrator: Off
	Background and Rationale 1: With over 60% of our student body representing the LatinX community, El Centro provides services for all
	Background and Rationale 2: students, credit and noncredit, as well as campus staff and community members through its various programs, workshops, and 
	Background and Rationale 3: events. The Program Specialist will work directly with the director of El Centro in a supportive role to provide various 
	Background and Rationale 4: program support, and be the first point of contact for our students. This position is an essential part of operational needs.
	Funding from 1: General Fund 11
	Funding From line 2: 
	List changes in budgeted position 1: Restructuring vacant position Educational Advisor A-95 (CA9778 - in Bridge program) to a SSPS II A-79 for El Centro program.
	List changes in budgeted position 2: 
	Account Numbers: 11000-517000-211000-649000
	Percent_1: 100
	Amount_1: 113,055
	Account Numbers_2: 
	Percent_2: 
	Amount_2: 
	General Fund Unrestricted: Off
	Restricted Funds: Off
	Categorical: Off
	Grant: Off
	Temporary: Off
	Annual renewal of this position is contingent upon the College: Off
	Duration grant temporary funded_Beginning date: 
	Duration_End_Date: 
	Comments 1: 
	Comments 2: 
	Funding available: Off
	Funding not available: Off
	Position Number: 
	Contract Number: 
	Signature Comments Line 1: 
	Signature Comments Line 2: 
	Approved to fill immediately: Off
	Denied: Off
	Modified: Off
	If position does not have funding provide funding directions: 
	Rationale: 


