
General Fund Unrestricted Restricted Funds Categorical Grant 

_________________________________________________________________________________________________________________________________________________ 

____________________________________________________ _________________________ __________________________________________________ _______________________

____________________________________________________ _________________________ __________________________________________________ ________________________

____________________________________________________ _________________________ 

_________________________________________________________________________________ _________________________ 

MT. SAN ANTONIO COLLEGE 
Human Resources 

REQUEST TO FILL -  POSITION
**This form is used to gain approval prior to recruiting for a position. 

Instructions for completing this form are located on the back. 

Position: _________________________________________________________________ 

Department: ____________________________________________________________ 

Time (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. 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 

________________________ ___________ ___________________________________ _________________________ _______________

gg

ReRRRRRRRRRRRRRRR quqqqqqqqquqqqqq esting Manager Sign

x

59

Registration Specialist

English as a Second Language (ESL)

47.5% 12

M 4-9P, T/Th 3:30-8:30P, W 4-8P

The ESL department relies on permanent registration staff who are able to enroll students 

in person for our open entry system and execute enrollment policis as well as noncredit matriculation

processes.

Unrestricted General Fund

11000-410500-211000-493087-210 100 29,634

CA9570

3/7/24

3/26/24

Continued Funded Position (ex. Vacancy) 
Former Employee (if applicable):  Cong Zhou

ast day of employment: 
transferred

(Attach Existing Job Description) 

Newly Funded Position Fiscal Year _____________ 
No Existing Job Description 
(Attach Draft of New Job Description) 

4/18/24

April 23, 2024



EZ Salary Projection
(Less than 50%

FY 2023-24
FTE)

FTE less than 50%
Description Input
Select employee group UA
Enter salary range 59
Enter months of employment 12
Enter FTE percentage 47.50%

Total Annual Cost (Salary and 
Benefits)

$29,634

For Salary Ranges, please refer to the Human Resources

Website/Salary Schedules:

http://www.mtsac.edu/hr/salary-schedule.html

For questions, contact Christine Lam at Ext. 5428 or clam@mtsac.edu

Revised 11.21.23 (included 4.11% in CSEA 262, Confidential and CSEA 651)
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