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#: 2021- 01
_______________ 

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 


	Purpose
	Process
	CLASSIFIED & ADMINISTRATIVE POSITION REQUEST
	ADP38FE.tmp
	Classified and Administrative Positon Request Checklist


	Requester Name: Tina Inzerilla
	Division Name: BSSL
	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: 2020
	This need was implied in a Program Review Year: 
	Title of Position: Library Technician
	Reside: BSSL/Library
	Report To: BSSL Dean Stuart McElderry
	Previously Requested: This position is NOT a new position but instead a replacement for an existing position. We were in the end stages of the hiring process in Spring 2020 when there was a mandatory hiring freeze. The pandemic compounded the situation and has further prevented our ability to hire a replacement. 
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: 1. Oversee assigned public service area(s) such as general circulation, reserves, audiovisual, and/or
periodical service desk.
2. Perform acquisitions duties including ordering, receiving, and processing materials including books
and audiovisual material; search for and place orders for materials; perform bibliographic checks on
needed materials; receive and process new and gift materials; process invoices related to materials
ordered including to reconcile materials received with invoicing and resolve discrepancies; maintain
order files and related information and statistics.
3. Perform a full range of technical processing duties including using computer databases to retrieve and
modify a variety of records information; process materials for addition to the collection; link items to
catalog record and process for use; make minor repairs to damaged materials.
4. Perform a variety of duties involved in stacks maintenance; oversee shelving of library materials;
perform general shelf maintenance including shelf reading; search for lost items; participate in space
planning and shifting of the collection as needed; oversee inventory of assigned collection.
5. Oversee circulation desk activities and provide staffing at the circulation desk; answer circulation
phone and refer calls to other departments or units as appropriate; process all notices and billing for
unreturned materials; assist patrons at Circulation/Reserve desk using automated circulation system;
explain policies to library patrons; answer informational and directional questions.
6. Supervise student assistants working in assigned Library function and service area(s); hire, schedule,
train, and evaluate assigned student assistants.
7. Instruct students in how to use Library equipment including photocopiers, microform reader/printers,
and audiovisual equipment; troubleshoot routine problems.
8. Oversee cataloging, processing, and circulation of faculty course reserve materials; correspond with
faculty concerning their reserve materials.
9. Access student information in Banner system to place/remove block for students with overdue
items; call students to inform them to return the overdue items.
10. Maintain a variety of records and files; maintain bookkeeping records and statistics; prepare
necessary correspondence and reports; run assigned reports; count, balance and deposit money.
11. Oversee security of building, during emergencies and as other situations arise, in the evening.
12. Perform Library opening and closing procedures.
	Other Personnel: Virginia Edwards
Loida Sarcia
	Historical Perspective: The Library has always had 4 classified professionals. In August, 2019, one of the library technicians resigned from her position. For the 2019-20 academic year, two temporary on-calls covered their hours. A position was posted in Spring 2020, a qualified candidate was offered the position. Unfortunately, the District retracted the offer due to budget concerns collegewide and the library was not permitted to continue with the hiring process. Therefore, the library was unable to hire a replacement during the period in which it was permissible to fill the vacancy.

Prior to Covid19, the library was open 71 hours each week including Saturdays from 11 am to 6pm. The library was open M-Th, 8 am to 10 pm; Friday 8- 4pm to ensure availability for students taking morning and evening classes. When Covid19 restrictions are lifted and the library is able to reopen, we will resume regularly posted hours. However, in order to do so, we need a full staff to provide coverage for evening and Saturday hours. The library technician is responsible for working all Saturday shifts. With only three library technicians, the library hours will be cut 30 percent as documented in last year's program review. Without the full staff in place, there is no room for flexibility when the classified professionals call in sick. 
	Additional Info Supporting Need: The resulting impact of eliminating the library technician position will be a 30 percent cut in the library's open hours which will impact student success. Students will not have access to the course reserves, library material, direct contact with librarians for reference and instruction, and professional staff for checkout services when the library is closed. This will greatly impact the disproportionately impacted students whose academic success depends on assistance from the library where these students access reliable technology, stable internet connectivity, suitable study conditions, and immediate research assistance.
	Contribute to Student Learning: The library provides equitable access to library materials, computers, laptops, iPads, and hotspots that are needed by students to be successful. The library also provides study rooms and study tables that allow students to complete their homework.
	ACCJC Standards Adherence: The Library is linked to ACCJC - Standard II B. One of the areas that the accreditation team will review is the number of hours the library is open. A sharp reduction in library hours will be a red flag and draw attention to our inability to provide the necessary services during the hours our students need the library the most. This can be remedied with the replacement of the fourth library technician.
	Mission: This position supports the LPC mission statement because the Library provides an inclusive, learning- centered, equity-focused environment. The Library's mission statement coincides with the LPC Mission Statement:
The mission of the Las Positas College Library is to promote excellence in information competency, inspire lifelong learning, and strengthen our diverse campus and community. 

The ACCJC planning priority “Implement the integration of all ACCJC standards throughout campus structure and processes” relates to this position because Standard II B focuses on the library and other learning support services. When the ACCJC visiting team learns that the hours of the library have been cut 30 percent, this will present a red flag. The second planning priority that relates to the library is: 
"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." The library provides equitable access to library materials, computers, laptops, iPads, and hotspots that are needed by students to be successful.
	Program Outcomes:  Section F: Challenges, Obstacles, and Needs section of 2020 Program Review, the following text is included:
The Library Technician responsible for acquisitions and public service resigned as of 8/1/19. A
replacement library technician must be hired or the library hours will be cut once the library is
reopened. Three library classified professionals are not enough to cover all of the open hours of the
library. Before Covid19, the library was open 71 hours a week: 8 am to 10 pm, Monday through
Thursday, 8 am to 4 pm, Fridays, and 11-6 pm on Saturdays. 22 hours will be cut from the current
hours of the library if we are not able to replace the position. In other words, 30 percent of the
current library hours will be reduced. The new hours in Spring or Fall, 2021(may be 9 am to 8 pm,
Monday through Thursday, 9 am to 2 pm Fridays, and closed on Saturdays/Sundays. A reduction of
this magnitude will have a huge impact on students, especially disproportionately impacted students.
Students rely on the library for access to reference and research assistance, a safe place to study,
facilities for group work, and reliable internet and computers. The library supports all disciplines
across campus with services and resources designed to complement classroom instruction. In
addition, a reduction in hours will impact the library’s partnership with programs such as the RAW
Center’s tutoring sessions in the library. The tutoring sessions can be by appointment but the drop-in
service has reached many students who seek writing help as they work on research projects. The
library is the only place on campus where students can seek academic assistance on a Saturday. With
the college’s clearly stated motto of “Students First”, all efforts should be made to maintain the
library’s hours by hiring a replacement for the essential staff position.
	Program Outcome 1: Yes
	Program Outcome 2: Off
	Program Outcome 3: Off
	Safety: Not applicable.
	Costs 1: 52992.00
	Costs 2: 29146
	Costs 3: 82138
	To: 
	Admin Services Tech: 
	Division Dean/Admin: 
	Requestor: Tina Inzerilla
	Vice President: 
	Date: 09/23/21


