Canada College

New Classified Hiring/Position Justification

Hiring Division/Department:  Business, Design & Position Title:  Staff Assistant

Workforce/Middle College

Classification
Position type:  Permanent X Full Time # of months
48% to
Part Time X % of Full Time 80% # of months 12

Position: General Funds 10003-3411-2130-490100

Allocation:  External Funds* Expiration Date

Budget Information

Grade 21 Step S Annual Salary $46,541

Justification

Please respond to the following questions in electronic format to the appropriate Dean, Manager or Vice
President. Additional information may be provided as relevant for position justification.

Describe the specific needs for the position requested and the duties of this position in a brief
statement.

The Cafiada Middle College program serves 110 high school students on campus classified as
concurrently enrolled students who are required to take a minimum of 3 college courses. We need to

increase the Staff Assistant for the Middle College program (MCP) currently at 48%, 18 hours per
week to 80%, 30 hours per week. The Staff Assistant duties have not changed since the position was
at 80%. In fact, as Middle College is now serving nearly double the number of students, the workload
has significantly increased and it is simply impossible to complete all of the job responsibilities which
are required by this position during an 18 hour work week. The MCP had a Staff Assistant working
30 hours per week for 13 years when the program was initially serving 60 students. The number of
students had been increased to 90 students, and now the program has added a fourth teacher to handle
the 110 student capacity but only has a Staff Assistant working 18 hours per week.

A brief list of the responsibilities of the position are:

- corresponding with students and parents, faculty and staff, and administrators from both districts
to manage their requests and inquiries

- communicating with parents and students (as well as faculty, staff, and administrators from local
high schools) regarding the Middle College application process, and recruiting new students with
community outreach bulletins and articles
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- administration of the application process for new fall and spring students, maintaining application
files, procuring application data including transcripts, recommendations, writing samples, and test
results

- assisting with the registration of new students

- creating and maintaining electronic and paper student records and files

- processing incoming and outgoing transcripts

- maintaining Dean’s List and academic probation reports

- researching and tracking Middle College student data for graduation and beyond

- tracking and approving all activity on both purchase and rental bookstore accounts, preparing
spreadsheets for textbook purchases and rentals to ensure proper expenditures, returns, and
reimbursements

- developing a database to generate a progress reports for every student, sending progress report
request to each applicable faculty member, processing and sending completed progress reports to
students, parents, and advisors, and maintaining the progress report database with updated
information

- use MS Office (Word, Excel, & PowerPoint) to prepare correspondence and report narratives from
original ideas and general instruction

- schedule meetings and appointments

- exchange information with College students, staff, parents, school officials and community
representatives

- set up and maintain program budget

- coordinate logistics for special events such as tours, presentations, recruitment events, parent
nights, and other activities

- prepare agendas, attend meetings, take minutes, and conduct follow-up, as needed

- serve as liaison between College programs and outside organizations as well as the SMCCCD &
SUHSD offices

- provide a variety of other support services, as assigned

Explain how this position aligns with and supports the mission and strategic goals of the college.

This position is in total alignment with and supports the mission and strategic goals of the college.

This position encompasses all four strategic goals: Teaching and Learning, Completion, Community
Connections, and Global & Sustainable. The Staff Assistant is the first contact for new students

inquiring about the Middle College program and is the conduit in representing the college’s mission
to all former, current, and incoming Middle College students and their families. An important role
of the Staff Assistant is to represent and create awareness of the college’s mission of a learning-
centered environment. The program strives to ensure inclusion of students with diverse backgrounds
who will have the opportunity to achieve their educational goals.

Explain how adding this position will strengthen the department or division.

By increasing the Staff Assistant’s hours from 18 to 30 hours per week, the job duties will be
completed and the teachers will be able to increase their own productivity. Currently, the Staff
Assistant is only available to the students, parents, guardians, and the teachers during the morning
hours. After Middle College classes begin, the Staff Assistant is not available during an 18 hour
work week to field any communications from parents and guardians while the students and teachers
are engaged in their afternoon classes. The Staff Assistant is also not available to work on projects
for the teachers while they are engaged with the students in the afternoon classes. Expanding the
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work week of the Staff Assistant to 30 hours would significantly increase the productivity of the
position. All afternoon communications would be handled on the same day. Projects would be
completed well in advance of the next instructional day. Afternoon requests and inquiries would no
longer be pushed into the following day’s queue. Morning duties and correspondence would be
handled on an immediate basis rather than being supplanted by the previous afternoon’s affairs.
Also, it is imperative to have the Staff Assistant available to work with the four Middle College
faculty members on a daily basis and will be able to take on additional assignments that need to be
accomplished. By having the additional weekly hours, the faculty can work on instructional related
projects and not have to pick up the clerical related duties which have not been completed due to the
lack of hours available. As it currently stands with an 18 hour work week, the grade reporting
during the summer, fall, and spring is inhibited by the timing of new registration projects that
coincide. When the teachers’ time is stretched the thinnest, the Staff Assistant also has increased
duties due to new registrations and assisting new families, so the grade reporting of the previous
semester is routinely tardy or requires extensive overtime/comp-time. The progress report project,
which is rigorous and time consuming, displaces any and all job duties other than the most
rudimentary. Every phone call and email requests that arises during this intensive six week project
every semester causes the progress reports to be delayed. By increasing the hours of the Staff
Assistant position to the necessary amount to handle this workload, the students, parents, guardians,
and advisors will receive all of the information communicated by the college professors in a timely
manner — a communication timeline that is simply not possible with the current 18 hour work week.

4. Explain how this work will be accomplished if the position is not filled.

Unfortunately, with the total of 18 hours per week allocated to the Staff Assistant, the work has not
gotten done and has “fallen through the cracks.” It is very difficult to get anything done in a timely
manner when the Staff Assistant is limited to 18 hours per week. An increase to 30 hours per week
will not only greatly improve the productivity, it will also allow the Staff Assistant to take on new
projects and collaborations.

This [}n‘s.itin_l_l,.hfas_,_.b_een reviewed by the department or division and is recommended for hiring.
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