
MT. SAN ANTONIO COLLEGE – HUMAN RESOURCES 
REQUEST TO FILL – STAFF and ADMINISTRATIVE POSITIONS 

(Instruc�ons for comple�ng this form begin on page 2) 

Classified Confiden�al  Administra�ve  Temp Special Projects Administrator (see AP 7135) 

Posi�on: ____________________________________________ FTE (%): _________________ 

Division: __________________________________     Department: ____________________________________ 

Term (month/year): _______________________ Salary Schedule (Range): ____________________ 

Work Schedule (Days, Hours): __________________________________________ 
 

 

 

 

Signatures - print/sign/date (to be completed in numerical order): 

1. Reques�ng Manager: ___________________________   _________________________________   _____________

2. Division Vice President: __________________________   _________________________________   ____________

3. Manager, Recruitment Svcs.: _______________________   ________________________________   ____________

4. Chief Compliance/Budget Officer: ________________________  ____________________________   ___________

5. Vice President, Human Resources: _______________________   ___________________________   ____________

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

 Approved to fill immediately    Approved to fill (enter date) _____________    Denied 

6. President/CEO: ___________________________   _________________________________   _____________

Previously Budgeted Posi�on - Vacant (Incumbent Separated/Separa�ng) 
Incumbent name: _________________________________ Last date of employment: ______________________ 
Reason for vacancy: ________________________________ 
Newly or Previously Budgeted Posi�on - Never Filled 
Fiscal Year Budget Approved: _____________ Budget Source (e.g., NRA, Grant Name): _________________________ 

Ra�onale/Opera�onal need for and consequence of not, filling this posi�on (atach addi�onal page(s) if needed): 

Area Vice President Ini�als: ________ 

Budget informa�on to fund this posi�on: 
Account Number: ______________________________________     Amount:______% | $_________________ 
Account Number: ______________________________________     Amount:______% | $_________________ Fund 
Fund(check all that apply):       General Fund Unrestricted       Restricted Funds       Categorical       Grant       Temporary 

 Annual renewal of this posi�on is con�ngent upon the College’s receipt of con�nued funding. 
Dura�on (grant/temporary funded): Beginning date: _______________ End date: _______________ 
Comments / Please list any changes in the budgeted posi�on (e.g. �tle, FTE, Term, etc.):  

Fiscal Use Only:       Funding available       Funding not available | Posi�on # _____________    Contract # ___________ 
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https://www.mtsac.edu/governance/trustees/apbp/AP7135.pdf
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Board Approved June 25, 2015
FLSA: NON-EXEMPT 

COORDINATOR, PROJECT/PROGRAM 

DEFINITION 

Under general supervision, may plan, organize, coordinate, and provide direction and 
oversight of assigned projects and/or programs; provides routine administrative and 
operational support for assigned projects and/or programs; plans and coordinates 
education and outreach efforts; evaluates project/program effectiveness and makes 
recommendations for operational, policy, and procedural improvements; develops, 
summarizes, and maintains program records and reports. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from assigned managerial staff personnel.  May exercise 
technical and functional direction and training to staff and temporary employees. 

CLASS CHARACTERISTICS 

This classification is required to maintain knowledge in all procedures related to the 
assigned area(s) of responsibility, working with a high degree of independent judgment, 
tact, initiative, and coordinating departmental work with that of other departments.  The 
work has technical and programmatic aspects requiring the interpretation and application 
of policies, procedures, and regulations. 

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 

1. Plans, schedules, and coordinates assigned projects, programs, services, and/or 
activities; recommends improvements or modifications; assists in developing and 
implementing procedures and policies. 

2. Provides training, orientation, guidance, and scheduling to assigned staff; reviews and 
controls quality of work; participates in the recruitment and selection of temporary 
staff. 

3. Participates in developing goals, objectives, policies, procedures, and work standards. 
4. Participates in the budget process, including monitoring expenditures and ordering 

supplies, materials, and equipment; may assist in forecasting annual payroll and 
program budget requirements. 

5. Plans, evaluates, coordinates, and provides training at various events, workshops, 
and outreach and recruitment activities. 

6. Ensures project and/or program effectiveness by identifying stakeholders, gathering 
data and information. 

7. Conducts needs assessments, and implements modifications based upon program 
evaluation results. 

8. Promotes programs, projects, services, activities, and events through various 
communication modalities; assists in developing promotional materials. 

9. Researches, compiles, analyze, and organizes information and data on topics related 
to assigned projects and/or programs; prepares and assembles reports and other 
informational materials. 



 
   

 
     

  
   

   
  

  
  

 
   

 
   
   
    
 

  
 

  
 

   
  

  
 

   
 

    
 

  
  

   
  

  
   

 
  

   
  

  
   

 
 

 
 

 
  

 
  

Coordinator, Project/Program 
Page 2 of 4 

10.Serves as a liaison and contact person to stakeholders; provides higher level of 
customer service and consultative services related to project and/or program. 

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

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

13.Supports and abides by federal, state, local policies, and Board Policies and 
Administrative Procedures. 

14.Participates on committees, task forces, and special assignments, including, but not 
limited to Screening and Selection Committees and mandated trainings as required. 

15.Prepares and delivers oral presentations related to assigned areas as required. 
16.Performs general administrative functions. 
17.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. Basic principles and practices of providing technical and functional direction and 
training to assigned staff. 

3. Principles, practices, and service delivery needs related to the program area(s) to 
which assigned. 

4. Procedures for planning, implementing, and maintaining assigned programs and/or 
projects. 

5. Principles and practices of research and data collection; reporting methods and 
preparation, techniques and procedures. 

6. Principles and practices of budget administration and accountability. 
7. Applicable federal, state, local, and College policies, codes, regulations, technical 

processes, and procedures related to the program to which assigned. 
8. Modern office practices, methods, and computer equipment and applications related 

to the work. 
9. Record keeping principles and procedures. 
10.Principles, practices, and techniques of effectively interacting with the public, vendors, 

students, and College staff, including individuals of various ages, disabilities, various 
socio-economic, and ethnic groups. 

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

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. 



 
   

 
   

     
  

  
     

    
   
   

  
  
    

 
  

    
   
  

   
 

  
 

   
  

     
   

 
 

 
    
  

  

  
 

   
   

  
  

  
  

 
 

 
   

 
   

 
   

 

Coordinator, Project/Program 
Page 3 of 4 

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

3. Communicate the College’s vision and commitment to creating equity, diversity, 
inclusion and anti-racism academic and work environment. 

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

5. Apply training methods and procedures. 
6. Conduct research and analyze, interpret, summarize, and present administrative and 

technical information and data. 
7. Perform accurate mathematical, financial, and statistical computations. 
8. Prepare clear and concise reports, correspondence, procedures, and other written 

materials. 
9. Organize and prioritize a variety of projects and multiple tasks in an effective and 

timely manner; organize own work, set priorities, and meet critical timelines. 
10.Communicate effectively through various modalities. 
11.Effectively representing the College in contacts with governmental agencies, 

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

12.Review situations accurately and determine appropriate course of action within scope 
of authority using judgment according to established policies and procedures. 

13.Establish, maintain, and foster positive and effective working relationships with those 
contacted in the course of work. 

14.Learns and applies emerging technologies and methods, as necessary, to perform 
duties in an efficient, organized, and timely manner. 

Education and Experience: 

1. Equivalent to an Associate’s degree from a regionally accredited college; and 
2. Two (2) full-time equivalent years of increasingly responsible experience working in an 

educational environment or public program. 

Desirable Qualifications: 

1. Experience working with policies and procedures relating to diversity, equity, inclusion, 
social justice, anti-racism, and accessibility preferably in a minority serving institution 
such as Hispanic Serving Institution (HSI) and Asian American and Native American 
Pacific Islander-Serving Institution (AANAPISI); OR 

2. Experience with participation in programs relating to diversity, equity, inclusion, social 
justice, anti-racism, and accessibility preferably in a minority serving institution such 
as Hispanic Serving Institution (HSI) and Asian American and Native American Pacific 
Islander-Serving Institution (AANAPISI). 

Licenses and Certifications: 

1. If operating a College vehicle, employees must have the ability to secure and maintain 
a valid California driver's license. 

2. Depending on assignment, possession of, or ability to obtain, specified certification 
and/or license to maintain compliance with applicable licensure regulations. 



 
   

 
 

 
 

  
  

  
  

    
  

  
    

 
 

 
 

 
   

  
      

 
 

Coordinator, Project/Program 
Page 4 of 4 

PHYSICAL DEMANDS 

Must be able to work in a standard office setting and use standard office equipment, 
including technological devices; to communicate with individuals at various College and 
meeting sites; the ability to understand and comprehend written and electronic materials; 
and the ability to receive, review, and respond to communications in person, before 
groups, and over and through various media. This is primarily a sedentary office 
classification although movement between work areas may be required.  Positions in this 
classification occasionally may need to physically 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, typically weighing 20 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 occasionally work outdoors for assigned events and be exposed to loud 
noise levels, cold and/or hot temperatures, and dust, fumes, and allergens. 

Amended: 4/2022, 7/2023 



POSITION

NUMBER FTE SCH RANGE STEP TITLE NAME

1.000  UA 95 3 Coordinator, Project/Program 129,187  

129,187$   

*Note:  The salary calculations include the latest negotiated increase of 4.11% for CSEA 262, CSEA 651, and Confidential employees.
It also includes Health and Welfare rates for 2023-24. It includes the updated Salary Schedule approved at the Board of Trustees meeting
on March 13, 2024.

MT SAN ANTONIO COLLEGE 
SALARY AND BENEFITS PROJECTION

 FY 24-25
Jul-Jun (12 mos) 

Funding Source

 Proposed funding from:      
Rising Scholars Network Grant 23/24 Estimated Ongoing  Cost for Coordinator, Project/Program:

Prepared by Fiscal Services L Setiawan 4/25/2024
Page 1 of 1 CAxxxx

23-24 Salary Proj-Template-Regular LS



Dean, Counseling
Dr. Francisco Dorame

DD

Associate Dean, 
Counseling

Lina Sota

LSAdministrative 
Specialist IV

Amanda James

AJ

Administrative 
Specialist, III

Joy Clark

JC

GRASP
Coordinator

Sapule Taamilo

ST Special Admit
 SSPS I

Ray Dashiell

RD

EAB Navigate

Temporary Director
VacantTD

Business Analyst
EAB Navigate

Kenny Yen

KY

Systems Analyst/
Programmer
EAB Navigate

Caron Gomes

CG

Coordinator/Project/ 
Programs
EAB Navigate

Yolanda Haro

YH

Counselor/
Coordinator
Completion Center

Angel Lujuan

AL

SSPS II
Completion Center

Kaylynn Lare

KL

Director
Transfer Center

Joshua Loudon

JL

Transfer Specialist
Transfer Center

Krystle Bybee

KB

Transfer Specialist
Transfer Center

Perla Partida

PP

Paola Benitez
Transfer Specialist
Transfer Center

PC

Administrative 
Specialist, III

Selena Robles, PT

SP

Administrative 
Specialist, II
Counseling Center 
Staff

Maria Figueroa

MF

Administrative 
Specialist, II
Counseling Center 
Staff

Shirley Huynh

SH

Administrative 
Assistant, III
Counseling Center

Allen Nguyen

AN

SSPS II
Counseling Center

Stacey Lee

SL

Administrative 
Specialist, III
Counseling Center

Maria Wood

MW

Dept. Chair
Counseling 
Department

Bernie Somers

BS

Faculty
Counseling Center

Alana Bachor

AB

Faculty
Counseling Center

Allen Wang

AW

Faculty
Counseling Center

Antoine Thomas

AT

Faculty
Counseling Center

Bernadette Fameno

BF

Faculty
Counseling Center

Chan Ton

CT

Faculty
Counseling Center

Daisy Gutierrez

DG

Faculty
Counseling Center

Eddie Lee

EL

Faculty
Counseling Center

Elmer Rodriguez

ER

Faculty
Counseling Center 

Jamaika Fowler

JF

Faculty
Counseling Center

Jason Hayward

JH

Faculty
Counseling Center

Jeremy Hart

JH

Faculty
Counseling Center

Jesse Lopez

JL

Faculty
Counseling Center

Jessica Valdez

JV

Faculty
Counseling Center

Julie Perez‐Garcia

JP

Faculty
Counseling Center

Luis Echeverria‐
Newberry

LE

Faculty
Counseling Center 

Lupita Jimenz

LJ

Facullty
Counseling Center

Mary Beth Barrios

MB

Faculty
Counseling Center

Mekit Molla

MM

Faculty
Counseling Center

Patricia Maestro

PM

Faculty
Counseling Center

Rudy Santacruz

RS

Faculty
Counseling Center

Sam Nassar

SN

Faculty
Counseling Center

Sara Mestas

SM

Faculty
Counseling Center

Shane Poulter

SP

Faculty
Counseling Center 

Silver Calzada

SC

Faculty
Counseling Center

Stacie Nakamatsu

SN

Faculty
Counseling Center

Stanley Mbuthi

SM

Faculty
Counseling Center

Traci Ebue

TE

Faculty
Counseling Center

Will Daland

WD

(20)
Counseling Center

Adjunct Faculty

AF

Director
Trio Programs

Vacancy

V

Administrative 
Specialist III

Elizabeth Estevez

EE

Coordinator
Upward Bound

Marlene Espina

ME

Academic Specialist
Upward Bound

Stephanie Gonzalez

SG

Counselor
ACES

Diana Felix

DF

SSPS II
ACES

Yadira Perez

YP

Counselor/
Coordinator
Career Center

Emily Versace

EV

Coordinator
Career Services 
Projects
Career Center/SSEED

Zelda Bolden

ZB

Director
Rising Scholars

Dr. Joe Louis 
Hernandez

DH
Counselor
Bridge Program

Lyssete Trejo
Counselor

Jolene Chong
Program Coordinator

Lynn Matthiesen
SSPS II

Jasmine Mendoza
Admin Spec. I

Dr. Anabel Perez

DP

(2) Short Term Hourly
STEP

S

Director
Career Center

Vacancy

V

Student Services
Program Specialists, II

Raul Cabral

RC

Administrative 
Specialist III

Rosa Asencio

RA

Career Specialist
Career Center

Cristina Martinex

CM

Career Specialist 
Career Center

Edward Beanes

EB

Project/Program 
Specialist
Rising Scholars

Precious Padilla

PP

Part Time 
Administrative 
Specialist

Sila Wailase

SW

Student Services, 
Program Specialist, II
Completion Center

Vacant

V
Part Time
Project/Program 
Specialist
Rising Scholars

Vacant

V

Project/Program 
Coordinator
Rising Scholars

Vacant

V
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	FTE: 100
	Division: Student Services
	Department: Counseling (Rising Scholars)
	Incumbent name: 
	End date: 06/30/2025
	Salary: A-95
	Work Schedule: Monday-Friday 8:00 a.m. - 5:00 p.m.
	Fiscal Year: 24-25
	Budget Source: RSN - Juvenile Justice Impacted Students Grant
	Rationale: Please see attached document.
	Acct_1: 17464-514300-211000-649000-2100
	Percent_1: 100%
	Amount_1: 129,188.00
	Percent_2: 
	Acct_2: 
	Amount_2: 
	Begin date: 07/01/22
	Approved Date: 
	Position: Coordinator, Project/Program
	Last date of work: 
	Fiscal Use: Off
	Classification: Choice1
	Pres Decision: Off
	Position #: 
	Contract #: 
	Requesting Manager: Joe Louis Hernandez
	Division VP: Melba Castro
	Mgr Recruitment: Stacy Manfredi
	CCBO: Rosa Royce
	VPHR: Sokha Song
	RM Date: 4/5/24
	Div VP Date: 
	Mgr Recruit Date: 
	CCBO Date: 
	VPHR Date: 
	Pres Date: 
	PresidentCEO: Dr. Martha Garcia
	Dropdown2: [12 months/yr]
	Vacancy Rsn: []
	Comments: This position will work directly with Rising Scholars students with the primary focus at the youth camps.
	Restricted Funds: Off
	General Fund: Off
	Categorical: Off
	Grant: Yes
	Temporary: Off
	Annual Renewal: Yes


