C

Request to Fill Classified Positions

MONTEREY PENINSULA

COLLEGE

This form can be used to track the request process for filling vacant positions, and/or requesting new
positions or increases in current positions. This form is not to be used for reclassification requests or
reorganizations. Complete the sections immediately below, attach any documentation and forward the
packet according to the listed steps. Each person in the chain will initial and date the document, and forward
it as appropriate. If the request is denied at steps 1, 2 or 4, the individual or group denying the request will
inform the requesting party. Steps 3 and S are recommendatory only.
Note: Temporary (District or agency) employment in the requested area is limited to a maximum of 60 days. This
limit is designed to encourage prompt review of the vacancy. (Education Code Sec. 88003)

1. This position is a
_Replacement [_JReplacement with | [ | New Position
(No Changes) requested changes * | (not a replacement)
Department: SFS
Position Title: Outreach Coordinator
Last Incumbent or “New”: | Maribel Quiroz
Date of vacancy or 10/01/2013

Date of Board approval of
new position:

Salary Range: Range 22A = $3,500 +50
bilingual

Hours per week: 40

Months per year: 12

Bilingual Required: yes

* Use the “Replacement (no changes)” column to provide information about the position as it currently exists. Use the
“Replacement with Requested Changes” column to show the changes.

On a separate sheet, answer the below questions regarding the position.
2, Annual Cost of the Proposal (HR will complete).

3. Source of Additional Funds: for New Positions or Replacements with requested increases of
hours or work years: N/A
4. If requesting changes to the position, provide the justification/rationale, and consequences of not

making the change. Person is bilingual, outreach to Spanish speaking community. Constantly
requires bilingual translation in front counter. Critically vital to financial aid and college

outreach efforts.

5. Explain how this position supports student learning.

This position promotes academic

excellence and student success helping implement online forms and process. Works closely with
counselors to help develop educational plans for students. This position plays an integral role in
our outreach efforts in Marina and Seaside. On a bi-weekly basis this positions is working at the
Marina center to help students with any financial aid questions. This position also establishes
industry and community partnerships.
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6. Explain what would happen if the position weren’t approved. We would not be funding students
in a timely manner. MPC’s outreach will suffer because we will not be able to go out and recruit

students at the local high schools and colliege and career fairs.
T Bilingual (Spanish)

8. Attach the Job Description to this request. All Classified Job Descriptions can be found
online at: hitp://www.mpc.edwhumanresources/Documents/Forms/Allltems.aspx

Clagiﬁcation@osition: FA Outreach Coordinator

I am requesting this position be considered by the Vice President to be designated as

Bilingual Required because: Person is bilingual, outreach to Spanish speaking
community. Constantly requires bilingual translation in front counter.
[] No, this position should not be bilingual required

Date: 08-19-13

Presidents and President

with Advisory Group.

steps REPLACEMENT Initials/ | steps | NEW OR CHANGED | Initials/
B POSITION e POSITION* e
1 Chair/manager discusses vacant FT 1 Chair/manager discusses the
position with division/area and 8/19/13 new/ vacant position with
other relevant group(s). division/area and other relevant
group’s).
2 Chair/manager discusses with VP p Y Chair/manager discusses with
' or designee. The VP may 7’74'6/ = VP or designee. The VP may
authorize short term help if funds \E } authorize short term help if
in the budget and no additional gf} 4 | 15 ) funds in the budget and no
cost. [ additional cost.
3 VP discusses request with Vice 3 VP or designee discusses request

recommendation to Governing
Board, or takes other necessary
steps.

4 President makes final decision. 4 VP discusses request with Vice
’ VP presents to College Council Presidents and President. HR
for information. Q J‘b informs MPCEA.
5 HR begins recruitment, takes i 3 College Council Reviews and

makes a recommendation to the
President. 2 Readings.*

@MP

COLLEGE

MONTEREY PENINSULA

President makes final decision
and informs VP, Chair/manager.
President directs HR to process
request. (Board approval,
recruitment, etc.)

HR begins recruitment, takes
recommendation to Governing
Board, or takes other necessary
steps

L 7
VP’s Authorizatiog for Bilint’ial: 77/{/ /c?;y,?t\ ’Z,}Sfé/
& , (. //

DATE:

President’s Authorization:

Note #1: These steps may take more or less time depending upon time constraints (e.g. e-mail vs. meetings), and the

e/

DATE:

nature of the position.

Note #2: If this process cannot be completed within 30 calendar days, the President may authorize action without

completing this process and will inform the College Council.
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Note #3: If the new or changed position is vital to core mission of the college, the President may authorize action
without completing this process and will inform the College Council.

Note #4: Once recruitment begins, Education Code Section 88003 limits short term or substitute employment to 60
days.

*New and changed positions must be presented to College Council for two readings and approved by the Board of
Trustees. Positions included in MPCEA must be negotiated.
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