
F.H. LaGuardia Community College 
31-10 Thomson Avenue 

Long Island City, NY 11101 
 

JUSTIFICATION FORM FOR COLLEGE ASSISTANTS 
 

TYPE OF ACTION: 
 

New Appointment Reappointment Increase in pay  
                                       with increase                              new job title 

                                           in pay   
    
       
NAME:        _____________________________   

 

    

EDUCATION 
HIGHEST 
LEVEL:  _______________  DEGREE:  ______________________  INSTITUTION:  _____________________ 
 
EXPERIENCE: 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 
BRIEF JOB DESCRIPTION: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 
HOURLY POSITION CATEGORY #: _________  FUNCTIONAL TITLE:  ________________________________ 
(See Reverse Side)             (I, II, III) 

PROPOSED HOURLY RATE:  $__________ 
 
CATEGORY MAXIMUM:  $_________  MINIMUM:  $_________ 
For new hiring above category minimum, or for increase in pay, please justify: 
__________________________________________________________________________________________

__________________________________________________________________________________________ 

 
APPROVED:  _____________________________________ DATE: ____________________ 
      Supervisor/ Department 
 
APPROVED:  _____________________________________ DATE: _____________________ 
      Chairperson/ Department 
 
APPROVED:  _____________________________________ DATE:  _____________________ 
      Vice President/ Dean/ Division 

   



The following categories must be considered in determining salary and changes in salary 
for College Assistants: 
 
 
CATEGORY 
 
I. Entry level skills and/or no experience  $  9.72 to $16.59 per hr (New Hire) 
         $10.99 to $16.59 per hr (Incumbent) 
         
  SAMPLE TITLES: 
  Clerical 
  Recruiter   
  Admissions recruitment Placement Counselor  
  Peer Counselor 
  Gym Assistant 
  Tele-counselor 
 
II. Skilled and/or some experience   $16.60 to $18.60 per hr  
 
  SAMPLE TITLES: 
  Word Processor 
  Receptionist 
  Recruiter  
  Placement Counselor  
   
III. Special skills and/or extensive experience  $18.61 to $21.34 per hr 
 
  SAMPLE TITLES: 
  Previous service at the college with special expertise 
  Word Processing, steno, administrative skills 
  Gym Coordinators 
  Admissions Recruitment Placement Counselor  
  Administrative Assistant 
  Information Technology 
 
 
 
 
 
 
 
 
RATES EFFECTIVE 10/01/08  
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