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#: 2020-07
_______________ 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST
 2020-2021 

Requester Name: ________________________Division Name: ________________________ 

__________________________SUMMARY INFORMATION_________________________                   
Title of Position Being Requested:   (Note: Please also attach a current or proposed district job description) 

Position Will Reside in Division/Unit: 

Indicate To Whom this Would Report: 

Indicate if this position or a similar position has been presented to RAC previously and in what years: 

The position is: 

☐ New

Number of Hours per Week: _____________ 

Number of Months per Year: _____________ 

☐ Increase for an existing funded position

From:  ☐ 9  ☐ 10  ☐ 11 Months 

To:  ☐ 10  ☐ 11  ☐ 12 Months 

OR  From:  ______ %  to ______ % 

Name of Person Currently Holding Position: __________________________________ 

☐ New Categorically funded position (information only; position not ranked)

Number of Hours per Week: _____________ 

Number of Months per Year: _____________ 
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http://www.clpccd.org/HR/SEIU%20MOUs/ClassificationCompensationStudy_000.php


SECTION 1:  PROGRAM NEED________________________________________________ 

What key responsibilities would this person assume? 

List other Personnel in the Unit (i.e. with shared or similar responsibilities): 
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SECTION 1:  PROGRAM NEED (contd)__________________________________________ 

Give a historical perspective of the changing demands on your unit’s staff over the past 3-5 years (refer to 
your program review relating to human resources.)  You may use narrative or relevant data. 

And/or provide additional information supporting a need for this position and resulting impact on 
students or program: 
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SECTION 2:  STUDENT LEARNING AND SUCCESS______________________________ 

Explain how this position will contribute to and/or support student learning and success: 

Explain how this position will have a positive impact on Accreditation or strengthen the college’s 
adherence to the ACCJC standards: 
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LPC MISSION STATEMENT: 

Las Positas College provides an 
inclusive, learning-centered, equity-
focused environment that offers 
educational opportunities and 
support for completion of students’ 
transfer, degree, and career-technical 
goals while promoting life-long 
learning.

LPC PLANNING PRIORITIES: 

SECTION 3:  LPC MISSION AND PLANNING PRIORITIES 

Indicate how this position supports the College’s mission and/or planning priorities: 
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• Implement the integration of all ACCJC standards throughout campus structure
and processes.

• Establish a knowledge base and an appreciation for equity; create a sense of
urgency about moving toward equity; institutionalize equity in decision-making,
assessment, and accountability; and build capacity to resolve inequities.

• Increase student success and completion through change in college practices and
processes: coordinating needed academic support, removing barriers, and
supporting focused professional development across the campus



SECTION 4:  PROGRAM OUTCOMES, INITIATIVES, and PLANS 

Please check one.  
[  ] This need was described explicitly in a Program Review (Year__________).  

[  ] This need was implied in a Program Review (Year__________). 

[  ] This need was not included in a Program Review, but has become a need since that time.  

Explain, including language from Program Review (if available):  
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SECTION 5:  SAFETY (if applicable) 

Explain how this position will improve safety on campus or within your unit: 

SECTION 6:  COSTS* 

$ ______________________ 

$ ______________________ 

$ ______________________ 

Estimated Increase or Proposed Annual Salary Cost: 

Estimated Benefits Cost:  

Total Cost for Position: 

NOTE: Full Time = 20-40 hours per week or 50% - 100% 
Regular Hourly = 18 hours or less per week (<50%) 

For accurate costs, contact the College Administrative Services Technician in the LPC Office of 

Administrative Services email to SDavidson@laspositascollege.edu 

SECTION 7:   SIGNATURES
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Requester Administrative Services Technician

Date - click for drop-down 

Division Dean Vice President

Date - click for drop-down 

Date - click for drop-down Date - click for drop-down 

wgarcia
Stamp



 

CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT 

COUNSELOR ASSISTANT I 

COUNSELOR ASSISTANT II 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the 

class. Specifications are not intended to reflect all duties performed within the job. 

 

SUMMARY DESCRIPTION 

Under general supervision, perform technical and paraprofessional work involved in providing counseling 

related information and support services to students and other persons, and facilitating the use of student 

support centers; deal with students, the public, faculty and staff in explaining decisions and in clarifying 

complex procedures; refer matters involving student concerns to a professional staff member; and 

perform a variety of clerical support duties relative to assigned area of responsibility.  

DISTINGUISHING CHARACTERISTICS 

Counselor Assistant I - This is the level assigned to a smaller or less complex operation or center with 

public contact reduced in time or numbers, or to a larger center with specialized activities. Clerical 

reception duties are substantial and areas of independent judgment generally call for interpreting and 

applying established procedures to specific cases. Independent reasoning is required in work organization 

and in choosing among several predetermined alternative courses of action based on general instructions 

and recognition of cases which may require establishing new policy or procedures.  

Counselor Assistant II - This is a full, paraprofessional level primarily involved with supplying general 

and technical assistance to students. Responsibility will be substantial and extend to such levels as 

coordinating a complete student support center serving a large number of faculty and students or 

providing expert services to students with physical disabilities or special problems. Work is frequently 

left to the employee, subject to compliance with the established policies and procedures for independent 

judgment and decision-making which has the effect of finality in most cases, in matters not limited to 

certificated staff. Independent reasoning is required in interpreting and applying policies and precedents 

to unusual situations and in handling problems or work organization and procedures.  

 

REPRESENTATIVE DUTIES 

The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or 

may be required to perform additional or different duties from those set forth below to address business needs and 

changing business practices. 

1. Serve as the initial source of information and assistance to students and other persons at the counter or 

over the phone; provide assistance in using and understanding forms and other printed and visual 

materials.  

2. Interpret and inform students of District policies and procedures related to enrollment, registration, 

pre-registration for courses, grades, class schedules and related programs.  

3. Establish and maintain effective working relationships with others; interact effectively with diverse 

constituencies and serve as initial source of information and assistance to students and other persons; 

provide information and guidance to the general public about services offered. 

4. Analyze situations accurately and adopt an effective course of action; determine questions and 

problems that must be referred to counselors or other certificated personnel; refer individuals to the 

services of other college offices where they may receive appropriate assistance. 



Chabot-Las Positas Community College District 

Counselor Assistant I/II (Continued)  
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5. Provide direct services and expert assistance to students with special and unique characteristics such 

as the disabled; act as liaison between the counseling support services office and other related offices 

and refer students, future students and members of the community to the correct resource services.  

6. Collect counseling contact data and provide reports to determine student needs and plan for future 

counseling coverage; develop counselor coverage schedule in collaboration with Fall and Spring 

semester, summer session, Winter and Spring Breaks and finals week. 

7. Maintain computerized counselor appointment calendars and provide scheduling and other assigned 

assistance to counselors; make all changes for meetings, conferences and rescheduling of 

appointments as necessary; contact students regarding schedule changes; coordinate with other offices 

in scheduling appointments for students. 

8. Maintain records of counselor absences and notify administration and support staff of absence; enter 

schedule changes and absences in the computer; prepare reports as necessary. 

9. Enter, modify and retrieve complex data using a computerized system; enter override codes, student 

education plans, financial aid and veterans’ evaluation into computer program; maintain inventory of 

all records. 

10. Organize procedures and materials for orientation sessions, outreach programs, and other services 

provided; prepare informational and publicity materials and directories and maintain displays. 

11. Coordinate operations and assist in the refinement and development of processes in the areas or center 

assigned; provide continuity of services between daytime and evening counseling staff. 

12. Perform general clerical tasks such as typing, filing, receiving callers, answering the telephone, 

compiling data, preparing reports, and distributing informational materials. 

13. Prepare requisitions and order office supplies for counseling and classified staff; perform monthly 

inventory of supplies. 

14. Provide assistance in hiring, supervision and training of student assistants. 

15. Perform related duties as required. 

 

MINIMUM QUALIFICATIONS 

The following generally describes the knowledge and ability required to enter the job and/or be learned within a 

short period of time in order to successfully perform the assigned duties. 

 

Knowledge of: 

1. Operations and procedures of a college counseling office. 

2. Methods of assisting and informing students in the assigned area.  

3. Subject matter in the area to which assigned. 

4. Interpersonal skills using tact, patience and courtesy.  

5. Methods and techniques of customer service and public relations. 

6. Methods and techniques of proper phone etiquette. 

7. Office procedures, methods and equipment including computers and applicable software 

applications such as word processing, spreadsheets and databases. 

8. Principles and practices of record keeping and filing.  

9. Principles of business letter writing and basic report preparation. 

10. Correct English usage, grammar, spelling, punctuation and vocabulary.  

11. Oral and written communication skills. 

12. Pertinent federal, state, and local codes, laws, and regulations. 



Chabot-Las Positas Community College District 

Counselor Assistant I/II (Continued)  
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Ability to: 

1. Perform a variety of duties supporting student counseling functions.  

2. Receive students in person and over the phone, provide assistance according to assigned area 

of responsibility and refer matters involving student concerns to a professional staff member. 

3. Develop, prepare, and maintain accurate and complete counselor calendars and schedules. 

4. Read, learn and apply District policies, procedures, rules and regulations pertaining to 

students.  

5. Prepare clear and concise reports relative to assigned area. 

6. Schedule and prioritize work while working with frequent interruptions. 

7. Perform routine and detailed clerical tasks working independently. 

8. Operate office equipment including computers and supporting word processing, spreadsheet 

and database applications. 

9. Implement and maintain standard filing systems. 

10. Type or enter data at a speed necessary for successful job performance. 

11. Use correct English grammar, punctuation, and spelling. 

12. Understand and follow verbal and written instructions. 

13. Communicate clearly and concisely, both orally and in writing. 

14. Establish and maintain effective working relationships with those contacted in the course of 

work. 

15. Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, 

sexual orientation, academic, socio-economic, and disabled populations of community 

college students. 

 

Minimum Education & Experience - Any combination of the following would provide a typical way to 

obtain the required knowledge and abilities. 

Counselor Assistant I 

Education/Training: 

Equivalent to the completion of the twelfth grade supplemented by college level course work 

in liberal arts, sociology or a related field.  

Experience: 

One year of general clerical or other related experience with responsibility for student 

assisting. 

Counselor Assistant II 

Education/Training: 

Equivalent to the completion of the twelfth grade supplemented by two years of college level 

course work in liberal arts, sociology or a related field.  

Experience: 

Three years of experience including two years of experience performing general clerical 

duties at a level comparable to a Counselor Assistant I with the Chabot-Las Positas 

Community College District. 
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PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully perform the 

essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential job functions. 

Environment: Work is performed primarily in a standard office setting with frequent student and 

public contact. 

Physical: Primary functions require sufficient physical ability and mobility to work in an office 

setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, 

and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office 

equipment requiring repetitive hand movement and fine coordination including use of a computer 

keyboard; and to verbally communicate to exchange information. 

 

4/30/74; 3/6/79; 3/30/81; 7/1/88; 

Adopted by Board of Trustees on October 20, 2015 

Effective:  October 21, 2015 

Job Family: Technical – Paraprofessional  
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	Requester Name: Elizabeth David
	Division Name: Student Services
	Number of Hours per Week: 40
	Number of Months per Year: 12
	From: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	This need was described explicitly in a Program Review Year: 
	This need was implied in a Program Review Year: 
	Title of Position: Counselor Assistant I
	Reside: Student Services Counseling Division
	Report To: Dean of Student Services
	Previously Requested: No, this is a new request
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: The Counselor Assistant I has the primary responsibility for serving as receptionist to the Counseling Center and is the first point of contact for students whether it be in person, virtually, or over the phone.  Additionally, this position is responsible for a variety of responsibilities related to preparing students to receive direct counseling services.  Responsibilities performed by the Counselor Assistant I are: front desk receptionist, screen and schedule counseling appointments, schedule and track Student Education Planning workshops, provides general direction and referrals to support services, receive petitions, record and process student petitions, answer general questions, answer and return calls, perform basic filing, orders supplies, and provide overall customer service to students.
	Other Personnel: The individual in the role of Counselor Assistant Senior, is currently performing majoring of the Counselor Assistant I responsibilities in the absence of this position.  However, the Counselor Assistant Senior position has independent responsibilities related to office coordination and is struggling to perform duties from both positons.
	Historical Perspective: The demands on the Counseling division has increased with the inception of Guided Pathways, Student Equity, and related retention and success efforts.  However, the division has had a number of vacancies that have been not been filled due to the district’s hiring freeze.  This has left the Counseling division with a significant reduction in personnel to manage the clerical workload and demands that support General Counselors and the General Counseling division. In 2018, the division had four classified professional positions.  Currently in 2020, the division has two classified professionals to support the entire /General Counseling division and programs.
	Additional Info Supporting Need: The Counselor Assistant I position facilitated the initial connection from students to Counseling services.  Not having this position has created a reduction in front desk contact, reduced availability for students to schedule counseling appointments, and a disruption in the workflow efficiency.  The vacancy of this position has shifted workload responsibilities onto other classified professionals thus impacting the overall efficiency and delivery of counseling services to the public and campus constituents. The reduction in front desk availability also created a less than positive PR image for Student Services since students cannot access a counseling representative and/or counseling services in a timely manner.    This Counselor Assistant I makes critical student referrals and provides direction to students, and support to the counselors and the division.  
	Contribute to Student Learning: The Counselor Assistant I position contributes and supports student success by serving as the first point of contact for students in the counseling division.  The Counselor Assistant I provides preliminary screening, guidance, and referrals to students seeking general assistance and counseling services.  Research supports that students that are provided with proper guidance and an early connection to a counselor, are more likely to be successful and complete their academic and career goals timely.  The vacancy of this position has negative implications to timely intervention and getting connected to a counselor.  This position makes critical student referrals and provides direction to students that facilitates their student success by keeping students connected and informed of important policies and deadlines.
	ACCJC Standards Adherence: The Counselor Assistant I position strengthens ACCJC standards by contributing to retention efforts through the facilitation of connecting students to matriculation services such as counseling.  These connections are critical to students that create a sense of belonging effort, and on-boarding connections (Six Steps to Success).  This position also serves as the first point of contact for students and registers students into Student Educational Planning activities and related support services that contributes to a student’s future success.  Additionally, during the COVID-19 crisis, virtual and online services are required to be offered.  Due to this new online platform, the management of services is now more time consuming to coordinate and requires more personnel to maintain the same level of customer service that was previously delivered and that is expected from our students. 
	Mission: The counselor Assistant I provides customer service and assists students with connecting with critical student services.  A primary responsibility of this position is to schedule students for services such as student educational planning workshops, Transfer Admission Guarantee (TAG) workshops, and counseling appointments.  These services are critical to students' retention, and transfer and degree goal attainment.  This position offers a variety of services to students through in-person, online (remotely), by email and phone modalities to provide inclusive services to all students with considerations to equity in the serve delivery methods. 
	Program Outcomes: Not applicable 
	Program Outcome 1: Off
	Program Outcome 2: Off
	Program Outcome 3: Yes
	Safety: Not applicable
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