Classified and Administrative Position Request Checklist

This checklist is your cover page to your request (pages 3-9)

NOTE: Non-Instructional Position Requests are required for Classified and Administrative positions only

Incomplete forms will be returned.

Action Item

Action Required

Review Purpose

Submission of the following request to the Resource Allocation Committee (RAC) is
required for the following:

1.Requesting a new position;

2.Requesting increased hours for an existing position;

3.Informing the committee of the intent to hire a temporary grant-funded position.

Non-Instruction position requests are not required for:

1.Temporary positions supported by general funds;

2.Positions currently funded, but vacant for less than 24 months;

3.Approved positions, but with a failed search. Approval is extended for 12 months
only.

Section 6: Costs

Costs associated with this position request must be calculated by College
Administrative Services Technician, Sharon Davidson before submitting to your
Division Dean.

e Calculation requests must be into Sharon no later than Friday, October 2 to meet
October 14 deadline for Division Dean submittal
e Send requests via email to Sharon Davidson

Division Dean
Signature

The Division Dean will review the Classified & Administrative Position request
form for completion and confirm job description is attached.

Vice President

The Vice President will review the Classified & Administrative Position request

Signature form for completion, and required signatures.
College The College Administrative Services Technician will verify the Classified &
Administrative Administrative Position request form Section 6: Costs, and forward for scanning.

Services Technician




CLASSIFIED & ADMINISTRATIVE POSITION REQUEST

2020'2021 Internal Use
o #. 2020-08
Requester Name: 'itian Lish / Amy Matten Division Name: Arts & Humanities

SUMMARY INFORMATION

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

Performing Arts Center Operations Coordinator

Position Will Reside in Division/Unit:

Arts and Humanities

Indicate To Whom this Would Report:

Dean of Arts and Humanities

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

*2019-2020 Performing Arts Center Operations Coordinator
*Theater Manager 2011-2012,2012-2013, 2013-2014, 2015-2016
* Stage Technician 2013-2014, 2014-2015 *Staff Assistant 2014-2015, 2015-2016

The position is:

@N ew

Number of Hours per Week: 25
12

Number of Months per Year:

Olncrease for an existing funded position

From: 09 Olo Oll Months
To: Ow On (D12 Months
to

OR From: % %

Name of Person Currently Holding Position:

ONEW Categorically funded position (information only; position not ranked)

Number of Hours per Week:

Number of Months per Year:




SECTION 1: PROGRAM NEED

What key responsibilities would this person assume?

TheMCA, annually,hostsmorethan60 eventsfor the LPC Dance Music, TheaterandCommunication
Studiesprogramsalone. Additionally the MCA supportscommunityorganizationsprogramsandevents
suchas:

« StudentRecognition/Scholarshi@eremony * Bestof the Best(LPC Foundation)
» Middle CollegeGraduation * LLNL SpeakefSeries
» Fire ScienceProgramspeakersandevents * LPC Veterangrirst Program

» Middle SchoolandHigh SchoolScienceBowls
» Showingsby local artists,studentsaandfaculty in PhotographyFine Arts, andVisual Communications

Responsibilitiegnot relatedto COVID-19 safetyprecautionsjnclude,but arenot limited to:

* Providea full rangeof eventplanningandcoordinationservicego PerformingArts Centerclients;gather
andreviewinformationrelatedto eventneedsascertaircrewneedsandwork with supervisorystaffto
ensurghoseneedsarematchedwith theclients'needsandbudgetsprepareequestdor assistancéor
variousstaff memberspreparanonthlyjob assignmentsnsurecrew hasaccuratenformation.

* Follow-upon crew/staffcomplaintsrelatedto facility or equipmenmalfunctionsor otherneedsyesearch
repair,upgradejntegrationof newwith old, or replacemenbptions;locateproperrepairfacility andcoordi
» UpdateandmaintainPAC website;transferrelevantdata/informatiorto websiteincludingfacility
applicationcontractsandcomputeffile information;maintaincurrentparkinginformationandotherareasof
interest.

» Market/promoteassignedventsandshows;coordinatenewspapereportingandpresseleases;
coordinateticket distribution;coordinateeventwith principalsof the show;attendeventandcoordinate
activities.

* Participatan meetingswith supervisoandco-workersncludingmeetinggo discussandcoordinate
upcomingeventsyeviewstaffing, safety,maintenanceandotherissues.

» Oversedheoperation®f the Box Office andperformasaticket salesagent

» Completepre-showsafetychecklist. « Reportamaintenancéssuef thetheatrebuilding.

* Remainin lobby or theatrethroughouthe event.Be postedn a prominentiocationatintermissionand
following eventsto handlepatroninquiries.

 Supervisaudienceservicesstaff, includingushersarrangdaborasneeded.

 Coordinateopeningof audienceseatingarea startof event(beginningof eventandafterintermission)

List other Personnel in the Unit (i.e. with shared or similar responsibilities):

None




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.

In themovefrom building 800to the BarbaraFraciscoMertesCenterfor the Arts (MCA), the spaceand
workloadhasincreasedignificantlywithout a significantincreasen staffing. The MCA is averylarge
andcomplexfacility housingandsupportingdiverseandcomplicatedeachingyehearsingperforming,and
exhibitingactivities.

Froma 178-seatheater(building 801) we now havea 150-seablackbox theatera
464-seamainstagetheater)argetheater/dancegehearsafoom,dressingooms,a Greenroom, 2 separate
controlrooms,anartgallery,andafull lobbywith box office, andconcessionsoom.From2011-2016the
PerformingArts programwrotetime andtime again,requestinghelpin managinghefacility andthe
patronscomingto it. We havealteredhours,payrates positiontitles, etc.,all to no availon

thedire needfor supportin the MCA.

In 2016,RAC granteda StageTechnicianto the Center.This position,like manyat LPC, hadtwo linesof
note:1) Otherdutiesasassignea&nd?2) Will serviceasatheatermanagein theabsenc®f one.Thesdines
werenot meantto takeup a majority of thetechstime. And yet, theydid. Situationsn which the stagetech
wassellingtickets,thenrunningaflight of stairsfor asoundcheck,thenrunningbackto scantickets
occurred Our patronswerefrustratedandthe stagetechwasdangerouslypverworked.

And/or provide additional information supporting a need for this position and resulting impact on
students or program:

Sincewe begantrackingticketingdatain Augustof 2015(the centeropenedn 2011,however)the MCA
hasusheredn 12,854patrongvia faculty without stipend ,studentandcommunityvolunteerspor
independentontractorgaidat depaitmenexpenseandprocesse® | 48,616.00n ticket salesWe have
processeaverl 0,000creditcardtransactiongnd3,770cashtransactionsThis number(12k+) doesnot
includethe numberof patronswvho haveattendedor Veteransvents Presidentspeakeseries Bestof the
Best,rentaleventsscholarshimights,or speecteventsto nameafew.

Anotherway to look atthis?We havebeenlucky thattherehasnot beena safetyincidentrelatingto injury
to our patronsor staff or atheft of receivediunds.

Additionally: ChristineHornbaketecamesooverwhelmedvith herdualresponsibilitiesasbothdefacto
TheateiManagerandStageTechnician(heractualcontractedosition),thatsheendedup leavingfor a
positionin IT. Shewas,in effect,attemptingio do two jobsat once,oftenatthe sametime. Now that
Christineis gone,we arecurrentlyrelying on hourly on-call staff, andthis is unsustainableé-undingthis
positionis the only long-termsustainableolution,andit benefitsall performingartsprogramsaswell as
outsiderentalsfor our campus which couldbe amajorsourceof incomefor the college.

Undernewguidelinesfor Covid Safetyfor Performancespacegbeingdevelopedy the stateand
performancendustrynow) we canassumehisrole will be morecritical in thecomingmonthsandyears.
to keepsstudentsstaff, andpatronssafe.lf we align our standardsvith theindustryrecommendationgs
well aslocal businesdike The Bankheadywe might seeanincreaseof dutiesrelated but notlimited, to:

* CleaningandSanitizingbefore/after/betweeavents < Stafftrainingfor COVID-19regulations
» Maintainingprotocolsfor socialdistancingvia SeatMappingandticket sales




SECTION 2: STUDENT LEARNING AND SUCCESS

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

Theneedfor this positionhasbeendetailedmultiple timesin the ProgramReviewsof theresident
PerformingAl1sProgramgDance Music, TheaterArts, Speech/Communicatidgtudies)andthe
Non-instructionaRequestsor the Arts & HumanitiesDivision. It is considerekey andessentiaby all

constituengroupson campugStudentServicesAcademicServicesPresident'©ffice, LPC Foundation,
ASLPC, etc).

This positionwill furtherprogramsn PerformingArts by allowing themto makebetteruseof thefacility,
offer moreperformancessupportthe upcomingdegreesn Music, SpeechandTheaterandprovide
studentdettertrainingin the performingmis.

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

Thecampusommunitywill be positivelyimpacteddueto thefactthattherewill finally be anofficial
personin chargeof Coordinationfor the MellesCenterfor the Arts. The coordinationresponsibilitiegor
theoperationsandactivitieswill notfall onfaculty andstaff. Insteadthefaculty, staff andstudentawill
assisthis person.Thecollegewill havea primarycontactin reservingheaterfacilities, overseeinglaily
facility operationsandmaintenance;apitalprojectsandsupervisestaff andstudentsassistants.

Without this position,the college faculty andstaff will continueto notoperatan anefficientand
professionamannerWe needthis positionto ensurehealthygrowth of the collegeandprogramsandthe
safetyof thefacility. Not filling this positionnot only impactsprogramsn the performingartsbutit also
impactsprogramsacrosghe campuswvho usethe Center.




SECTION 3: LPC MISSION AND PLANNING PRIORITIES

LPC MISSION STATEMENT: LPC PLANNING PRIORITIES:
e Implement the integration of all ACCJC standards throughout campus structure
Las Positas College provides an and processes.

inclusive, learning-centered, equity-

focused environment that offers e Establish a knowledge base and an appreciation for equity; create a sense of

urgency about moving toward equity; institutionalize equity in decision-making,

educational opportunities and assessment, and accountability; and build capacity to resolve inequities.
support for completion of students’
transfer, degree, and career-technical e Increase student success and completion through change in college practices and

processes: coordinating needed academic support, removing barriers, and

goals while promoting life-long - -
supporting focused professional development across the campus

learning.

Indicate how this position supports the College’s mission and/or planning priorities:

The Collegemissionis furtheredThis positionwill helpour studentsneettheiracademicintellectual,
career-technicatreative andpersonablevelopmengoalsin a climateof diversityin thearts.Througha
smoothandorganizeduseof thefacility, studentswill developknowledge skills, values,andtheability to
becomezngageandcontributingmemberof their community.

This positionwill helpstudentandmembersf thelargercommunitypromoteandcelebratdifelong
learning,demonstratsocialandenvironmentatesponsibility promotetoleranceandmutualrespectand
fostera climateof discoveryandcreativity.




SECTION 4: PROGRAM OUTCOMES, INITIATIVES, and PLANS

Please check one.

[

This need was described explicitly in a Program Review (Year2013+ ).

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):

This needhasbeenaddressedepeatedlyn the TheaterandMusic programreviews,for manyyears.For
instance:

TheaterArts 2013"Thereis animmediateneedfor afull time theatermanagefor the building. The
fulfillment of this positionwould alleviateadditionalwork loadfrom boththefull time theaterandmusic
faculty, aswell asthe currentclassifiedemployeewho is working excessivelypeyondthe contracted
hours."

TheaterArts 2014"Full Time StageTechnicianor PartTime Staff Assistantt Box Office Manager...
Both of thesepositionsarenecessaryor managemenf thefacility in asafeandconsistentvay."

But, astime marchedon, the programs]ike all programson campushadto prioritize. We chooseo focug
our programreviewson theimmediateprogrammati@ndinstructionalneedof our studentsand
refocusedherequestgor personnesupportin the RAC processTherearerepeatec@ndconsistentries
for moresupportmorepersonalmoretechniciangin thetheatemprogram for instanceandthis need
shouldbeimplied in thosecomments.

Theabsenc®f theneedin laterprogramreviewsdoesnot meanthatthe needwasno longerthere,only
thatwe gaveup alittle, andsomovedour effortsinto moreaccessiblareasof need.

In theupcomingTheaterArts 2020programreview, the needfor live performancestrategiesastheyrelatg
to COVID-19restrictionsandrealitiesareheavilyaddressedl raining for staff andstudentswith thegoal
of havingtheability to getbackto live performancas critical to thelearningoutcomesn the performing
arts.This couldmeanlivestreamingoroductiongo remoteaudiencesmoving productionsoutside, or any
othernumberof possibilities,all of which would still benefitfrom a MCA Coordinatorfor supportand
safety.




SECTION 5: SAFETY (if applicable)

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

Without a Performing Arts Center Coordinator, the oversight of the audience and money in the pr
is left to untrained faculty, who are on site to monitor the students in their classes, not the safety

community at large. It takes time to move from the front of house to the top of the audience in the
Center main-stage. If a medical or patron emergency occurs, there is currently no one to help. N¢
call security, no phone accessible to patrons, no cell signal in the theater. The stage techs in the
charged with the tech needs of the show. The faculty? The students backstage. No one is looking
audience. We are a lawsuit based on negligence waiting to happen, with many years of documer
evidence to suggest an awareness of the concern. All of this is to say nothing of the very real CO
safety regulations that will need to be implemented in order to allow students and staff back in th¢

SECTION 6: COSTS*

35,224.00 Z37,724.04

Estimated Increase or Proposed Annual Salary Cost: $
Estimated Benefits Cost: $ 19;373:6( B20,747.0¢
Total Cost for Position: $ 54,597.0¢ X58,475.0C

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

Requester Administrative Services Technician
Titian Lish ~ 7dzan Leak Dtoors Darvidoens
/0//3/20 10/13/2020
Date - click for drop-down Date - click for drop-down
Division Dean Vice President
Approval sent via email on 10/23/20
Ay I

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

\J

N/




CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

PERFORMING ARTS CENTER OPERATIONS COORDINATOR

Class specifications are intended o 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 direction, coordinate and plan Performing Arts Center (PAC) events and related services and
activities in conjunction with clients and District staff; identify, recommend, and acquire needed
resources for clients; and perform a variety of para-professional, technical, and complex office support
work while exercising independent judgment in the satisfactory completion of duties.

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 firom those set forth below to address business needs and
changing business practices.

1. Provide a full range of event planning and coordination services to Performing Arts Center clients;
gather and review information related to event needs; ascertain crew needs and work with supervisory
staff to ensure those needs are matched with the clients’ needs and budgets; prepare requests for
assistance for various staff members; prepare monthly job assignments; ensure crew has accurate
information for each event.

2. Order equipment from Media Services as necessary for college and community lessee user needs;
research lessee user needs to ensure proper equipment is ordered.

3. Create files and necessary forms for each event including event report, equipment use report, and
house manager report; review completed reports and files after each event; take necessary action to
respond to reported needs or incidents as necessary; archive data to system.

4. Follow-up on crew/staff complaints related to facility or equipment malfunctions or other needs;
research repair, upgrade, integration of new with old, or replacement options; locate proper repair
facility and coordinate repair.

5. Place work orders with appropriate staff for assigned buildings and facilities.

6. Develop and implement new reporting system templates and report formats and systems; provide
training to staff as necessary.

7. Update and maintain PAC website; transfer relevant data and information to website including facility
application contracts and computer file information; maintain current parking information and other
areas of interest.

8. Market and promote assigned events and shows; coordinate newspaper reporting and press releases;
coordinate ticket distribution; coordinate event with principals of the show; attend event and
coordinate activities.

9. Make online reservations of spaces in other campus buildings for college sponsored events as well as
support spaces needed for PAC users and others who use classrooms for events.

10. Participate in meetings with supervisor and co-workers including meetings to discuss and coordinate
upcoming events; review staffing, safety, maintenance, and other issues.



Chabot-Las Positas Community College District
Performing Arts Center Operations Coordinator (Continued)

11. Update marquee and other signage as required for general usage and specially required events.

12. Coordinate and establish cooperative relationships with community and college resources to support
program goals and objectives.

13. 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.

2 NV = WD

9.

10.
11.
12,

13.
14.

Basic operations, services, and activities of a college performing arts center.
Principles and practices of event planning and implementation.

Operational characteristics of various performing arts and theater equipment and tools.
Basic principles of supervision and training.

Basic budgeting and other general accounting principles and practices.

Pertinent state, District, and college policies, procedures, and regulations.
Occupational hazards and standard safety practices.

Operating characteristics of PAC equipment.

Problem solving techniques and resources.

Principles and practices of filing and record keeping.

Principles of business letter writing and basic report preparation.

Office procedures, methods, and equipment including computers and applicable software
applications such as word processing, spreadsheets, and databases.

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

Interpersonal skills using tact, patience, and courtesy.

Ability to:

1.
2

% N

10.
11.
12.
13;
14.

Coordinate events and related services and activities for the Performing Arts Center.

Perform detailed and complex specialized technical, programmatic, and administrative
support duties involving the use of independent judgment and personnel initiative with speed
and accuracy.

Carry out work objectives in an organized, efficient, and timely manner without immediate
supervision.

Understand, interpret, and apply general and specific administrative and departmental
policies and procedures as well as applicable federal, state, and local policies, laws, and
regulations.

Research information using own initiative.

Organize, assimilate, and analyze information.

Respond tactfully, clearly, concisely, and appropriately to requests and inquiries from the
general public, students, District staff and faculty, or other agencies.

Explain Center policies and procedures.

Supervise, direct, and coordinate the work of assigned staff and students.

Ensure adherence to safety policies and procedures.

Review or complete required forms.

Prepare clear and concise reports.

Plan and organize work to meet schedules and changing deadlines.

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



Chabot-Las Positas Community College District
Performing Arts Center Operations Coordinator (Continued)

15.

16.
17.

18.
19.
20.

21.

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

Adapt to changing technologies and learn functionality of new equipment and systems.

Work under steady pressure with frequent interruptions and a high degree of public contact
by phone or in person.

Work independently and effectively in the absence of supervision.

Communicate clearly and concisely, both orally and in writing.

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

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 - 4ny combination of the following would provide a typical way to
obtain the required knowledge and abilities.

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level course work
in business administration, performing arts, or a related field.

Experience:
Three years of responsible administrative, technical, or programmatic experience, preferably
involving theatrical operations.

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.

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.

11/14/2006;

Adopted by Board of Trustees on October 20, 2015
Effective: October 21,2015
Job Family: Technical — Paraprofessional





