
Process 

 Submit a complete form with all sections complete and a job description attached. 
 RAC will prioritize submissions based on criteria outlined in the rubric below; 

o The committee may chose not to score incomplete requests. 
 RAC will make hiring recommendations to the College President, who will make hiring decision thereafter. 

 
Please Do Not Submit this Page 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST: 2025-2026 
THE FOLLOWING INFORMATION WILL CONTRIBUTE TOWARD A QUALITY REQUEST 

 
DEADLINES 
November 5, 2025: Final day to submit Cost Calculations (Section 6) requests to College Administrative 
Services Technician  
November 12, 2025: Request due to Division Dean with College Administrative Services Technician Signature  
November 19, 2025: Request Presented at Division Meeting  
November 21, 2025: Request due to Administrative Office by 5:00pm with Division Dean and Vice President 
signatures send via email to Andrea Anderson - aanderson@laspositascollege.edu 

 
 

 

Scoring Rubric 
 

Criteria Strong Evidence Adequate Evidence Limited Evidence 
Program Need 
(10 points) [Section 1] 
 
 

Ranking Scale 

Clear and compelling evidence/data
supporting a need for this position 
and/or suggesting strong impact on 
students or program(s). 
 

8-10 

Clear evidence/data supporting a need 
for this position and/or suggesting 
impact on students or program(s). 
 

4-7 

Limited evidence/ data supporting a need for 
this position and/or suggesting limited impact
on students or program(s). 
 

0-3 

Student Learning 
& Success 
(10 points) [Section 2] 
 
 

Ranking Scale 

Clear and compelling evidence that 
this position will widely contribute 
to and/or support student learning 
and success in support of college 
accreditation standards. 
 

8-10 

Clear evidence that this position will 
contribute to and/or support student 
learning and success in support of 
college accreditation standards. 
 
 

4-7 

Limited evidence that this position will 
contribute to and/or support student learning 
and success in support of college accreditation 
standards. 
 
 

0-3 

Mission and Planning 
Priorities 
(10 points) [Section 3] 
 
 

Ranking Scale 

Clear and compelling evidence that 
this position strongly supports the 
College Mission and/or Planning 
Priorities. 
 

8-10 

Clear evidence that this position 
supports the College Mission and/or 
Planning Priorities. 
 

4-7 

Limited evidence that this position supports 
the College Mission and/or Planning 
Priorities. 
 

0-3 

Program Outcomes, 
Initiatives and Plans 
(10 points) [Section 4] 
 

Ranking Scale 

Clear and compelling evidence that 
this position will support the 
program above and beyond current 
capability. 
 

8-10 
 

Clear evidence that this position will 
support the program above and beyond 
current capability. 
 

4-7 

Position provides little or no impact on the 
program above and beyond current capacity. 
 
 

0-3 

Safety and/or 
Organizational 
Effectiveness  
(3 points) [Section 5] 
 

Ranking Scale 

This position will greatly enhance 
campus or program safety and/or 
organizational effectiveness. 
 
 

3 

This position will enhance campus or 
program safety and/or organizational 
effectiveness. 
 
 

1-2 

This position has negligible or no impact on 
campus or program safety and/or 
organizational effectiveness. 
 
 

0 



Classified and Administrative Position Request Checklist 
This checklist is your cover page to your request (pages 3-9) 

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. 

 Calculation requests must be made no later than November 5 to meet 
November 12 deadline for Division Dean submittal 

 Send requests via email to Sui Song 

 Division Dean 
Signature 

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

 Vice President 
Signature 

The Vice President will review the Classified & Administrative Position request 
form for completion, and required signatures. 

 College 
Administrative 
Services Technician 

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



3  

☐ 

☐ 

☐ 

☐ 

 

 

 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST 
2025-2026 

 

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 

To: 10 

10 11 Months 

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:    

 

☐ 

☐ 

☐ 

☐ 

☐ 

Internal Use 

#: 2026- 
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SECTION 1: PROGRAM NEED 

What key responsibilities would this person assume? 
 

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



5  

 

 

SECTION 1: PROGRAM NEED (contd) 
Provide a historical perspective of changing demands on the unit over the past 3-5 years. (Refer to your 
program review section related to human resources.) You may use narrative or relevant data. 

 

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: 
 Equity: 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. 

 Student Success: 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.  

 Health and Wellness: Establish a knowledge base and appreciation for health 
and wellness in the workplace; create a sense of urgency about wellness; 
prioritize wellness in decision-making, assessment and accountability; and build 
capacity to support wellness. 

 

SECTION 3: LPC MISSION AND PLANNING PRIORITIES 
 

 
 

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

[ ] 

[ ] 

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): 



SECTION 5: SAFETY and/or ORGANIZATIONAL EFFECTIVENESS 

Explain how this position will improve safety and/or organizational effectiveness 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 SSong@laspositascollege.edu 

SECTION 7: SIGNATURES 

Requester Administrative Services Technician 

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

Division Dean Vice President 

Date - click for drop-down Date - click for drop-down 
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	Requester Name: Dan Marschak/Andreas Preponis/Cindy B Rosefield
	Division Name: Arts and Humanities
	undefined:  Instructional Assistant 
	Position Will Reside in DivisionUnit:   A & H/Music
	Indicate To Whom this Would Report:  Dan Marschak, Cindy Browne Rosefield, Andreas Preponis
	The position is: 2024-25
	Number of Hours per Week: 24
	New: On
	Increase for an existing funded position: Off
	New Categorically funded position information only position not ranked: Off
	Number of Months per Year: 12
	9: Off
	10: Off
	11 Months: Off
	10_2: Off
	11: Off
	12 Months: Off
	From: 
	to: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	What key responsibilities would this person assume: The Music Instructional Assistant (IA) would be support within the following music classes: MUS 22 A & B - Scoring Film & Multimedia; MUS 35 & 36 - Intro/Intermediate Music Technology; MUS 46 - Vocal Jazz Ensemble. Other duties would be assisting in Commercial & Jazz Combos, Jazz Ensembles, Chamber Ensemble, Chamber Choir and MUS 38 - Applied in addition to new classes in Live Sound and Film Sound.  In addition, the IA would add support to all music theory classes, piano classes, music department concerts, recitals, forums, gigs on and off campus that are college related events and summer music camps.

Responsibilities include, but are not limited to:
1. Schedule and control the use of music facilities, instruments, audio equipment, and practice rooms by checking items in and out, maintaining appropriate records and inventories, and ordering replacement items as necessary according to approved procedures. 
2. Assist students (and faculty) in the proper selection and use of music recordings, music study scores, and audio visual equipment. 
3. Process incoming supplies, materials, and equipment by identifying and labeling items and maintaining appropriate records. 
4. Provide aid to instructors and students in rehearsals, recitals, concerts and recordings. 
5. Make minor repairs and perform preventative maintenance on equipment in the Music Department. 
6. Provide training and work direction to Student Assistants; give campus orientation to students and prospective students.   
7. Maintain instructional area in a clean and organized manner; ensure the security of the facilities as assigned. 
8. Oversee the operation and maintenance of the Music Technology lab and Recording Studios when the immediate supervisor is not present. 
9. Perform related duties as assigned such as providing information on classes, and preparing all non-stock requisitions for music materials, supplies, and equipment.
10. Providing instructional assistance in highly impacted classes such as MUS 8A and MUS 8B and piano classes.

	List other Personnel in the Unit ie with shared or similar responsibilities: There are no other personnel in this position other than the instructors. We have been fortunate to have Student Assistants who have gone through our Music Technology Certificate program who help out with Music Technology and help run the recording studio, but we are constantly rehiring them and training them on the necessary needs of this position. We also have very strong student Music Tutors yet their official capacity limits their instructional duties and in practice we have students teaching students rather than instructors teaching students. Also we can never rely on having students have the appropriate knowledge and skill sets to do this work effectively.  
	program review section related to human resources You may use narrative or relevant data: Since the addition of our Commercial Music Certificates within the last 6 years, our music student population has tripled.  At first the instructors did all of the work outside teaching. This included purchasing and maintenance of equipment, running and organizing the recording studio and checking out equipment to students. The recording studio has been recreated and now in much demand on a daily basis, and in Spring 2027 a new studio will be available with even more equipment and software to maintain. The faculty teaching our technology classes are part-time and while on campus, cannot be asked to be on campus longer than their teaching duties/office hours. While we have been fortunate to have outstanding Student Assistants who have completed our certificates, it still is constant extra work demand for the instructors to continually prepare and oversee the SA. We will have around 30 music computer workstations (DAW-digital audio workstation) that are used daily in 4-6 classes each semester. From free to industry standard DAW (such as GarageBand, Logic, Avid ProTools) students are learning every aspect of the music-making process from recording digital audio through composition and creating beats with virtual instruments, all the way to mixing, mastering, and editing. Moreover there is only one Mac specialist in the IT department who is already at a workload capacity and is only able to update software in between semesters. This position would also alleviate that issue. There is no way one instructor can properly give each student individual attention. Moreover as we continue to grow, our first level theory class, has ballooned to 50 students - all of whom are at different levels. An IA would help out tremendously to alleviate this workload. 

	students or program: Additional information supporting a need for this position and resulting impact on both our students and program (with specifically an IA assisting in classes that use DAW and recording equipment) is as follows:
Recording Audio - An IA will help students record with microphones - which need to be kept under lock and key since they are expensive. They will also oversee students using DAWs which allow students to capture high-quality audio from instruments, vocals, sound effects and dialog for media. 
Composing with Musical Instrument Digital Interface (MIDI) and notation software.
Edit Audio - cutting, copying, pasting and rearranging audio clips. Aligning audio to video, or syncing tracks, noise reduction and time-stretching.
Sound Shape with Audio Effects 
Export Audio to Various File Types

The IA can help instructors prepare for lessons by setting up equipment (much of which is expensive and fragile), testing software, and ensuring that everything is ready for class. This reduces last-minute disruptions and allows instructors to focus  teaching rather than logistical details, which improves the overall effectiveness of the course(s). 

In general, by taking on the responsibility of helping students troubleshoot equipment or software issues, the IA allows class time to be used more effectively. Students can get immediate assistance with technical challenges, reducing downtime and keeping the class moving forward productively.
	Explain how this position will contribute to andor support student learning and success: The Instructional Assistant would provide individualized assistance to students with varying levels of technical expertise, ensuring that all students—regardless of their background or skill level—are able to succeed in the course.  Often our Music Technology courses (MUS 35 and 36) must be cross-listed therefore having beginning and intermediate students sharing equipment and working on projects. By offering additional support, the IA contributes to a more inclusive and accessible educational environment.

 If any students have specific accessibility needs, the IA can help integrate assistive technologies into the music production environment, ensuring that all students can participate fully in hands-on learning activities.

The IA will have hours that are different from the faculty, and thus students will have much more access to the lab, the recording studio, and most importantly, the knowledge of the IA, so that they can practice their skills outside of class.

The IA will have the ability to take care of very expensive studio gear such as mics and preamps and be able to facilitate student use of this equipment under their supervision
	undefined_2: The music department and campus community will be positively impacted due to the fact that we will have an official IA working along with the instructors to support reaching accreditation requirements such as: maintaining and organizing instructional materials and equipment; providing additional assistance both inside and outside of the classroom and the recording studio to help achieve equity. Student success and SLOs will be more easily achieved with the IA helping instructors both inside and outside of the classroom on a more consistent basis than a Student Assistant is able to do so. The IA will additionally support our many evening classes as often our music tutors and students assistants are in classes or off campus.
 
Having a dedicated Music IA would help achieve ACCJC standard 3.1 -
The institution employs qualified faculty, staff, administrators, and other personnel to support and sustain educational services and improve student success. The institution maintains appropriate policies and regularly assesses its employment practices to promote and improve equity, diversity, and mission fulfillment. (ER 8, ER 14)
	Indicate how this position supports the Colleges mission andor planning priorities: Currently, students do not have access outside of class time with a qualified IA, thus creating barriers for student success, CTE goals, and transferring. By hiring an IA, more students will succeed in their program goals and will become more well-rounded and capable of being hired in the music industry. The IA will support instructors improve equity across their classes by having instructional materials be organized and maintained. Highly impacted classes will be more successful due to additional support for faculty.

The music faculty remain committed to providing industry-standard education and as well as resources for all students of the department. This includes new items, updates to items as technology progresses, and replacing items due to wear-and-tear.  The coordination responsibilities for these operations and activities would fall on the Music IA, freeing the faculty to continue to focus on more effective teaching and support  for completion of student’s transfer, degree, and career-technical goals while promoting life-long learning.
 
Students in music programs often have varying levels of prior knowledge and shills.  The IA can help tailor support to meet the diverse needs of students, whether they require assistance with theory, music technology or performance techniques thus helping more students succeed and continue toward success and completion of degree and certificate goals. 
	undefined_3: 22, 24, 25
	This need was described explicitly in a Program Review Year: On
	This need was implied in a Program Review Year: Off
	This need was not included in a Program Review but has become a need since that time: Off
	undefined_4: 
	Explain including language from Program Review if available: As stated in our PR all of the equipment purchased and used by students and faculty need professional knowledge to opperate and maintain. While we have again been fortunate to have mentored our Student Assistants, this is not a permanent not reliable resouce.

PR 2022. B3. An Instructional assistant for the Recording Studio is needed - especially with only one PT faculty teaching the music technology courses. This IA (or our current PT faculty Connor Moen) should be compensated for the extra hours it will take to supervise student work in the space, to troubleshoot should anything go wrong, to update the software on all music technology computers, and to help with grant writing for new hardware/software. This position exists and Chabot already and is consistent with other Commercial Music programs.

PR 2024-25 - Moreover, while the Perkins grant for 100 F hours for Studio Mentor has been very helpful, it is also insufficient as our Music Technology program continues to grow. Like Chabot, we would like to see an Instructional Assistant for Music. This position would include the following duties: Oversee and update the recording studio and music technology lab, ensure that students have supervision when they use the valuable equipment in the recording studio, and help as needed with large theory classes in which the ratio on one instructor to 50 students is far too heavy of a workload. 

PR 25-26: We continue to advocate for a FT Instructional Assistant who will supervise the studio, increase access, and can also help with related classes such as Music Theory. The recording studio is underutilized because there is no supervision for students to work on their projects outside of class time and office hours.   We also request that the Instructional Assistant position be funded and helping the theory classes can be part of the job duties – like an IA in English.  We plan to apply for Full-Time positions in Accompanist and Instructional Assistant – Music Technology/Theory as we did last year. We will continue to apply for both critical positions each year.   
	unit: The recording studio will be a very unique space with many hundreds of thousands of dollars worth of gear. The IA will be there to supervise the space and said gear, so that students can use it safely and effectively. The IA will help organizational effectiveness by alleviating the already over-burdened faculty with many aspects of teaching and learning, as well as maintenance of music technology spaces. 
	Cost1: 37079
	Cost2: 16132
	Cost3: 53211
	Date3_af_date: 11/3/25
	Date4_af_date: 
	Date7_af_date: 
	Date8_af_date: 


