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RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT 

REORGANIZATION REQUEST FORM 
 

Number #  
Assigned by Human Resources 

 

Use this form and the reorganization process to make a permanent personnel change in your program or department. If proposing a new and/or 
change of position, please attach a cost of position worksheet. 

 
Site/Department/Division: CEC/Continuing Education/Administrative Support 

 

 

Manager/Supervisor: Dr. James Kennedy 
 

 
Position(s) affected: 

CURRENT POSITION PROPOSED POSITION 

Administrative Clerk Division Administrative Assistant (12_1106_601000_18100_2130) 

Administrative Secretary (unfunded) Division Administrative Assistant (11_0000_601000_18100_2130 ) 

  

  

  

Current annual salary/benefits cost $ 98,124.73  Proposed annual salary/benefits cost $ 225,974.16  
Specify budget impact – include exact amounts or the best available estimate and the source of funding: 

 

GENERAL FUNDS RESTRICTED FUNDS 
 

Source of funding (account numbers): See chart above for accounts- each account is 100% of position 
 

(Attach necessary budget change forms) 
 

Reason for reorganization: 
 

The School of Continuing Education is in the process of restructuring after the pilot program with the Division of Continuing Education at Santiago 

Canyon College. In addition, The School of Continuing Education has seen significant growth in both FTES and headcount. In order to best serve our 

current and prospective students, as well as ensure future growth, modifications are needed to our overall institutional structure. 

 
Additional Documentation: Program Review 

Will there be duties and/or responsibilities that will no longer be performed/required in this department/division? 

No Yes If yes, please explain below. 

 
 
 
 

 

Does this change affect more than one department/division? No Yes If yes, please explain below. 

 
 
 

 
Please note: You are required to attach both current and proposed organization charts (highlighting all positions affected, both current and proposed) with 
this form. 

 
Submitted by (District Cabinet Member):   Date:   

 

SIGNATURES AND/OR REVIEW DATES 

Human Resources (Signature/Date): Business Operations & Fiscal Services (Signature/Date): 

 Resource Development (Signature/Date – Only for Restricted Funds) 

COLLEGE POSITIONS DISTRICT POSITIONS 

President’s Council Approval (Signature/Date): Chancellor’s Cabinet Approval (Signature/Date): 

Chancellor’s Cabinet Approval (Signature/Date): Chancellor’s Council Approval (Signature/Date): 

CSEA (Signature/Date): CSEA (Signature/Date): 

 

Property of RSCCD/Human Resources Revised 03/2014 

https://intranet.rsccd.edu/ContinuingEducation/reorg/Documents/continuingeducation_annual_review_2022%20Final%20%281%29.pdf
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Rancho Santiago Community College District
SANTA ANA COLLEGE

SCHOOL OF CONTINUING EDUCATION 

Vice President
JAMES KENNEDY 

Dean
Instruction and Student Services

STEPHANIE JONES

Dean
 Instruction and Student Services

VACANT ( SOTELO)
Interim LORENA CHAVEZ

Administrative Secretary
IVONNE PITTMAN Administrative Secretary

ERICA JAIMES

Executive Secretary
IRENA GLOMBA

Administrative Secretary
MARIA TERESA VERDUZCO

Site Directors II - 3
Site Directors I - 6
Site Directors  - 7

PT - 10

Registrar
VACANT/SRP
 (P NGUYEN)

Interim PATRICIA 
ALVANO

Dean, Instruction and Student 
Services

CHRISTINE KOSKO

Administrative Secretary
VACANT(SERRATOS)

  College, Career and Transition Center
  Contracts
  Counseling
  Emergency Preparedness Program
  Facilities
  Inmate Education
 Noncredit Student Success & Support 

  Program
  Security
  SER
  Student Transition Program
  Workforce Preparation/Vocational

 Basic Skills Initiative
 Bridge/Bridge Evening

  Citizenship/Naturalization
  Community Learning Center
  Curriculum MIS
  Curriculum
  ESL
  Family Literacy
  Professional Development
  Reproduction/Duplication
 Resource Center

  Site Directors

  ABE/GED/Spanish Literacy
  Adult High School Diploma Program
  Assessment
  Purchasing  
  Bookstore Consignment to Faculty
  Deliveries/Distribution/Inventory/    
Warehouse

  High School/ABE/GED Assessment
  Home Economics
  Printed Schedules
  Programs for Adults with Substantial 
Disabilities

  Student Development/Leadership
  Technology
  Tutoring/Supplemental Insttruction
  Health & Safety
  Older Adult
  Parent Education

Datatel Oversight
Registration/Admissions 
& Records
Degree Audit
Graduation
MIS

EMPLOYEE SERVICES

Administrative Secretary
CLAUDIA GUTIERREZ

SANDRA AGUILAR

Administrative Clerk
ARACELI GONZALEZ

Senior Clerk
VACANT (NEGRETE)

Intermediate Account Clerk
.475 FTE 

ADRIANA MORALES 

Support Services Assistant 
ALAN CASAS

Student Program Specialist
VACANT ( KUSENDA) 

.475 FTE

Student Services 
Coordinator

NICOLE GALLEGOS 
FT/12M

High School & 
Community Outreach 

Specialist

CHRISTIAN BERBER
JORGE MORABIL

ANH LY/Bil

 ANTHONY GARCIA 
.475 FTE/Bil

MARIA OSUNA .475 
FTE/Bil

Accountant
JOSE ANDRADE

Community Services 
Coordinator II

LITHIA WILLIAMS

Sr. Clerk
STEPHANIE 

CORREA

Current Organizational Chart
Reorg, fund and move vacant 
position

ng10910
Highlight

ng10910
Highlight
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Rancho Santiago Community College District
 SANTA ANA COLLEGE

SCHOOL OF CONTINUING EDUCATION

Administrative Secretary
ERICA JAIMES

Learning Skills Handicap Instructors
Part Time -7

Administrative Clerk
LINDA TAPIA

Dean, Instruction & Student 
Services

CHRISTINE KOSKO

BOOKSTORE

General Office Clerk
VACANT (A GONZALEZ)

Student Services Coordinator
MA URIYDICHE BETANCOURT

Technology

ITS STAFF
Technical Specialist I

GREG ASQUITH
Technical Specialist I
DAVID BELAMARES

Technical Specialist I/SW
MICHAEL NGUYEN  

Parent Education
Health & Safety

Older Adult Education

ABE/ASE
Coordinator

JOHN TASHIMA
DONNA KHALID

HS Diploma Program/GED/ABE Instructors
CARRIE PATTON

ADRIANNA GONZALEZ
MOHAMMADREZA MIRBEIK

Part Time -162

Instructional Assistant/< 19 HR/SS
Adult Basic Ed 

NICOLE DANLEY
GERMAN RAMIREZ
SHAWNA STUKEY

THU HUYEN
VACANT (M SALAZAR)

High School Subjects 
JUAN FLORES 

VACANT (J NGUYEN)
PATRICIA GUILLEN

ROSALBA RODRIGUEZ
VACANT( GANDARILLA) 

EDUARDO NAVARRO
VANESSA MALDONADO
VACANT (GALLEGOS)

ESL INTEGRATED
VACANT (N SANCHEZ) 

MARY CHANG < 19 HR/SS

Instructional Center Technician
VACANT ( GALLEGOS) 

VACANT( ANDRADE)/BIL 

ABE/GED
HIGH SCHOOL SUBJECTS

Instructional Assistant/CASAS

JARUNEE CHAIKAEW < .475 FTE
VACANT (L BARRAGAN) < .475 FTE/ Bil

JULIAN ALVAREZ BECERRA  < .475 FTE/Bil SS
LUZ NAVARETTE < .475 FTE/Bil
FELIPE ESPARZA < .475 FTE/ Bil
PATRICIA GARCIA < .475 FTE/ Bil
VACANT ( CARDIEL) .475 FTE/Bil
LAURA GONZALEZ < .475 FTE/ Bil

VACANT (JC GARCIA SANCHEZ)<.475 FTE
LISA NGUYEN .475 FTE

CESAR NORZAGARAY SPILLERS < .475 FTE
VACANT (A VU) < .475 FTE

VACANT (R LEE) < .475 HR/SS
VACANT (A GONZALEZ) .475 FTE

EL CIVIC

Auxiliary Services 
Specialist

VACANT/SRP (PADILLA)

Senior Clerk
STEVE TLASECA

LINDA TTAPIA

Current Organizational Chart

ng10910
Highlight



Tier 2

Professional
Development

Marketing/Social
Media

Website 

PT Administrative
Clerk (R)

Antonio Carranza

PT Administrative
Clerk (R)

Maureen Saunders 

Adminstrative
Clerk (R)

Gloria Arvizu
PT Social Media
Faculty Coordinator

Winnie Dinh

Duplications

Publications 
Assistant

James King

PT Publications
Assistant

Jorge Garcia

Associate Dean (N)

PT Student Services
Specialists (R)

Omar Gardea
Marielena Zamudio

PR/CommunicationsWelcome Center
/Student Support

Evaluation Support

Citizenship

PT Faculty
Coordinator (F)

Song Hong

Student Services
Coordinator (N)

DRAFT
sac.edu/sce

Division Administrative
Assistant

Proposed Organizational Chart

ng10910
Highlight

ng10910
Highlight

ng10910
Highlight



DRAFT

Tier 2

Associate Dean (N)

Purchasing

Linda Tapia (R)

Outreach

Anh Ly
Jorge Mora
Vacant

PTHS&Community
Outreach Specialists

Anthony Garcia
Maria Osuna

Student Services
Coordinator

Nicole GallegosJanet Cruz-Teposte

PT Faculty Equity
Coordinator

Equity Initiatives

Student Services
Coordinator (R)

PT Student Services
Specialist (N)

Application
Development

K12
Partnerships

Evaluation
Support

Parenting

HS&Community
Outreach Specialists

PT Faculty
Coordinator (N)

sac.edu/sce

Division Administrative
Assistant

Proposed Organizational Chart

lt52804
Highlight



RSCCD 2022-2023 Cost of Position
COST OF NEW POSITION - CLASSIFIED CONTRACT
POSITION TITLE Division Administrative Assistant- Tapia, Linda

MONTHLY NO OF ANNUAL
RATE MONTHS COST

Salary

5,182.066$              12 62,184.79$      62,184.79 0% 0

SALARY RELATED BENEFIT BENEFIT
TAX/BENEFITS RATE COST

PERS 25.370% 15,776.28     
SOCIAL SECURITY 6.200% 3,855.46       
MEDICARE 1.450% 901.68          
UNEMPLOYMENT 0.500% 310.92          
WORKERS COMP 1.500% 932.77          
ACTIVE RET. INS. COST 0.000% -                

TOTAL TAX & BENEFIT COST 35.020% 21,777.11$   21,777.11$      

TOTAL SALARY & BENEFIT COST 83,961.90$      

FRINGE BENEFITS BENEFIT BENEFIT
COST RATE COST
FRINGE BENEFITS (CSEA only) 1,500.00       

SOCIAL SECURITY 6.200% 93.00            
MEDICARE 1.450% 21.75            
UNEMPLOYMENT 0.500% 7.50              
WORKERS COMP 1.500% 22.50            
ACTIVE RET. INS. COST 0.000% -                

TOTAL FRINGE BENEFIT COST 9.650% 1,644.75$  1,644.75$        

INSURANCE BENEFITS
LIFE INSURANCE (ANNUAL OR $50,000 minimum)
(Annual Life Insurance X $0.075/1000 X 12 Months) 62,184.79$              55.97            
MEDICAL INSURANCE (see below) 23,886.48     

TOTAL INSURANCE COST 23,942.45  23,942.45$      

TOTAL COST OF POSITION 109,549.10$    

BENEFITS = 47,364.31$       
BENEFIT COST AS A PERCENT OF CONTRACT = 76.17%

Admn., Superv/Mang. & Conf. (including Fringe amount)                      Max  40,345.56     24,826.18            AVERAGE
CSEA                        Max 35,228.16     22,174.93            AVERAGE
NOTE:   WHEN CALCULATING A VACANT POSITION PLEASE USE AVERAGE $$ FOR H&W

GRADE & STEP

Grade 13 Step 1

3/6/2023
Page 7 - 2



RSCCD 2022-2023 Cost of Position
COST OF NEW POSITION - CLASSIFIED CONTRACT
POSITION TITLE Division Administrative Secretary

MONTHLY NO OF ANNUAL
RATE MONTHS COST

Salary

5,711.728$              12 68,540.73$      68,540.73 0.0% 0

SALARY RELATED BENEFIT BENEFIT
TAX/BENEFITS RATE COST

PERS 25.370% 17,388.78     
SOCIAL SECURITY 6.200% 4,249.53       
MEDICARE 1.450% 993.84          
UNEMPLOYMENT 0.500% 342.70          
WORKERS COMP 1.500% 1,028.11       
ACTIVE RET. INS. COST 0.000% -                

TOTAL TAX & BENEFIT COST 35.020% 24,002.96$   24,002.96$      

TOTAL SALARY & BENEFIT COST 92,543.69$      

FRINGE BENEFITS BENEFIT BENEFIT
COST RATE COST
FRINGE BENEFITS (CSEA only) 1,500.00       

SOCIAL SECURITY 6.200% 93.00            
MEDICARE 1.450% 21.75            
UNEMPLOYMENT 0.500% 7.50              
WORKERS COMP 1.500% 22.50            
ACTIVE RET. INS. COST 0.000% -                

TOTAL FRINGE BENEFIT COST 9.650% 1,644.75$  1,644.75$        

INSURANCE BENEFITS
LIFE INSURANCE (ANNUAL OR $50,000 minimum)
(Annual Life Insurance X $0.075/1000 X 12 Months) 68,540.73$              61.69            
MEDICAL INSURANCE (see below) 22,174.93     

TOTAL INSURANCE COST 22,236.62  22,236.62$      

TOTAL COST OF POSITION 116,425.06$    

BENEFITS = 47,884.33$       
BENEFIT COST AS A PERCENT OF CONTRACT = 69.86%

Admn., Superv/Mang. & Conf. (including Fringe amount)                      Max  40,345.56     24,826.18            AVERAGE
CSEA                        Max 35,228.16     22,174.93            AVERAGE
NOTE:   WHEN CALCULATING A VACANT POSITION PLEASE USE AVERAGE $$ FOR H&W

GRADE & STEP

Grade 13  Step 3

3/6/2023
Page 7 - 2



  1 

 
 
 
 
 
RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT   CLASS SPECIFICATION 
SANTA ANA, CALIFORNIA  DECEMBER 2022 

 

DIVISION ADMINSTRATIVE ASSISTANT 
JOB DESCRIPTION - CLASSIFIED 

 

POSITION OVERVIEW 

Performs a variety of technical and administrative support duties for an academic division. 
Coordinates and performs administrative projects within the division. Coordinates information, work 
flow and support activities for the division and related assigned functions, projects, and programs. The 
Division Admin Assistant oversees and participates in office operations including student transactions, 
monitoring faculty assignments and loads, and monitoring division budgets. The Division Admin 
Assistant may also assist in curriculum processes, and the development of schedules and sequences 
required in reporting and other activities.  

 
REPRESENTATIVE DUTIES 

1. Organizes, balances, and prioritizes administrative duties for the academic division and 
administrator, anticipating business and academic calendars and cycles; assessing available 
staffing and recommending additions or adjustments; Establishes and tracks timelines for 
projects, activities, and required submissions. 

2. Provides administrative support to special processes for departmental, curriculum, and other 
instructional committees. Prepares forms, revisions, and documents to support proceedings. 

3. Interprets and conveys policies and procedures, referring difficult or sensitive matters to the 
appropriate administrator. 

4. Receives, handles, and stores confidential information pertaining to the College or assigned 
division. Maintains confidentiality of private and sensitive information. 

5. Under direction assists in the creation, production and maintenance of the academic class 
schedule. Coordinates and participates in compiling information requests on behalf of other 
organizational units, responsible for the class schedule production process. 

6. Explains policy and procedures to students (prerequisite, petition, registration, holds, 
add/drop, grade posting). Fields and advises student inquiries related to grade grievances, 
academic petitions, prerequisite challenges, late registration and independent study contracts. 
Communicates with faculty related to syllabus, textbook and office hours. 

7. Creates, verifies, edits, and distributes faculty load records, including overload assignments. 
Monitors, records, and reviews adjunct faculty load records with administrator for approval 
and compliance with work limits.  

8. May monitor class enrollment, recommending necessary additions or cancellations, and 
entering any revisions into the database. Processes changes to master class schedules. 
Notifies students and impacted units of schedule changes. 

9. Tracks submittal of syllabi for all faculty within their division. 

10. Provides support to faculty and staff performance evaluation processes. Assist in 
coordinating and scheduling meetings and observations. Tracks and monitors for completion, 
and compliance within contract guidelines. Provides clarification to faculty evaluators 
regarding forms, deadlines, etc. 
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RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT   CLASS SPECIFICATION 
SANTA ANA, CALIFORNIA  DECEMBER 2022 

 

DIVISION ADMINSTRATIVE ASSISTANT (CONT') 
JOB DESCRIPTION – CLASSIFIED 

 
11. May prepare board agenda items, agreements, and contracts for services and facilities used by 

and/or provided by the division. Processes contract documents for outside vendors and sets up 
internal routines for monitoring performance.  

12. Provide administrative support to special processes such as, but not limited to curriculum 
and education requirements committees, advisory boards, and special interest group 
meetings. Prepares forms, revisions, and documents to support proceedings. 

13. Performs special projects as assigned. Under direction conducts research of business 
transactions, official proceedings, employee and student records, industry statistics, and 
trends, etc., to compile reports for administration or to regulatory or governing agencies. 

14. Takes and transcribes minutes. Produce a variety of materials such as letters, memoranda, 
reports, and statistical data. Maintains records and assists in preparing divisional reports by 
gathering and summarizing information from a variety of sources and posting and maintaining 
appropriate portal sites. 

15. Schedules appointments and arranges meetings for their supervising administrator and 
department chairs. Prepares schedules and informs participants, confirming dates and times. 

16. Initiates all Status Change Forms (SCFs). This includes but not limited to new hires, 
assignment changes, special faculty assignments and substitute assignments. 

17. Records and processes payroll information for faculty, staff, and student or short-term help, 
including information for stipends, overload, and other compensable elements.  

18. Maintains budgets and transaction records, including those for special projects and funds. This 
includes consultation and advisement for program units with complex operational and 
personnel processes. 

19. Prepares, processes, and codes requisitions and claims for reimbursement. Resolve purchase 
orders and contractual matters with vendors and other service providers. 

20. Reconciles expenditures and initiates reassignment of budgeted funds to and from various 
accounts, coordinating with accounting staff to assure compliance. 

21. Trains, assigns, prioritizes, and reviews work of other staff, students and temporary help. 

22. Provides input and recommendations to administrator concerning administrative timelines, 
priorities, resource needs and program planning. 

23. Orientation of new employees including timecard training, submittal of key requests, 
approval of book orders, use of material fees, and assistance with roster access. 

24. Assists students and general population with queries of varying nature: special events, complaints, 
conflict resolution, contacting faculty, transfer credits etc.  

25. Performs other related duties as assigned that support the objective of the position. 
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RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT   CLASS SPECIFICATION 
SANTA ANA, CALIFORNIA  DECEMBER 2022 

 

DIVISION ADMINSTRATIVE ASSISTANT (CONT’D) 
JOB DESCRIPTION - CLASSIFIED 

 
 

KNOWLEDGE AND ABILITIES 
 

Knowledge of:  
1. The position requires in-depth working knowledge of office practices, procedures, and 

equipment. 

2. Requires a working knowledge of the policies and procedures associated with academic 
departments including calendars and schedules, student transactions, faculty workload 
recording and curriculum development and maintenance process. 

3. The position requires substantial knowledge of administrative procedures and precedents 
for academic and career departments, the ability to organize work, information flow, and 
perform duties in support of the office and its dealings with other work teams and 
organizations. 

4. Requires a knowledge of basic budget development, maintenance, and analysis. 

5. Requires a working knowledge of computer-based software programs that support this level of 
work, including but not limited to word processing, spreadsheet, presentation graphics, student 
information systems, and special applications used by the division. 

6. Requires sufficient math skills to perform financial and statistical record keeping.  

7. Requires sufficient knowledge of proper English usage, grammar, spelling, and punctuation to 
prepare professional correspondence. 

8. Requires sufficient knowledge of educational systems and terminology to advise and direct 
students to appropriate "next steps". 

9. Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, 
and ethnic backgrounds of community college students and employees. 

 
Abilities: 
 

1. Requires the ability to accurately take and transcribe notes and/or meeting minutes/ 
recollections. 

2. Requires the ability to learn, explain and apply knowledge of College and department 
organization operations, programs, functions, special terminology used in academic and 
student services settings, and labor agreements. 

3. Requires sufficient human relations skill to work productively and cooperatively with 
diverse teams, exercise patience when dealing with internal and external customers, and 
convey technical concepts. 

4. Requires skill at facilitating small group problem-solving processes. 
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RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT   CLASS SPECIFICATION 
SANTA ANA, CALIFORNIA  DECEMBER 2022 

 

DIVISION ADMINSTRATIVE ASSISTANT 
JOB DESCRIPTION – CLASSIFIED 

 

5. Requires the ability to plan, organize and prioritize work in order to meet schedules and 
timelines. 

6. Requires the ability to communicate with faculty, students, staff, and the public using 
patience and courtesy, and in a manner that reflects positively on the organization unit. 

 
MINIMUM QUALIFICATIONS 

The position requires an Associate’s Degree and five years of progressive administrative 
experience, including two years in the equivalent capacity in an Administrative Support position. 
A Bachelor’s degree may substitute for some experience. Or, any combination of education and 
experience which would provide the required equivalent qualifications for the position. 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
Board Approved: December 12, 2022 
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