
SCR 1176-84

STATE OF CONNECTICUT
BOARD OF TRUSTEES

FOR THE STATE COllEGES
P. O. Box 2008 NEW BRITAIN, CONNECTICUT 06050

TEL NEW BRITAIN: 203-229-1607

RESOLUTION

concerning

CENTRAL OFFICE STAFF POSITION

September 3, 1976

TEL. HARTFORD: 203.566-7373

WHEREAS,

WHEREAS,

WHEREAS,

The State Personnel Department on April 1, 1952 did establish the
classification of Administrative Assistant (Unclassified), and

The specifications for said position permit an agency such as the Board of
Trustees for the State Colleges to have an Administrative Assistant,
particularly one who assists in the administration of specific business
activities and related work, and

In the office of the Executive Officer for Finance and Management there is
need for an Administrative Assistant to aid in central office management,
accounting, budget preparation, fiscal analysis, management information
systems, management indices, capital projects planning, supervision over
collection of National Direct Student and Nursing Loans, and

WHEREAS, The accomplishment of said tasks and more require the service of a person
well trained and well experienced in finance and management, who possesses
knowledge of office management, personnel management, budget procedures,
familiarity with State agencies, ability to prepare and interpret statistical
reports, supervisory skills, and who can deal effectively with college
officials and the public, be it

RESOLVED, That the Board of Trustees for the Connecticut State Colleges, acting under
the authority of Sections 10-109b and 10-325 of the General Statutes, hereby
establishes the unclassified position of Administrative Assistant to the
Executive Officer for Finance and Management, in Salary Group 10, and be it
further

RESOLVED, That Mrs. Rita Levy, presently employed in the Central Office in the classified
position of Typist II, in Salary Group 4, Step 2, possessing the qualifications
that meet the specifications, be advanced to the position of Administrative
Assistant (Unclassified) effective immediately



STATE OF CONNECTICUT
COMMISSION FOR. HIGHER EDUCATION

P.O. Box 1320 HARTFORD, CONNECTICUT 06101

AREA CODE. 203 566.3912

October 6, 1976

Dr. James A. Frost
Board of Trustees for State Colleges
P.O. Box 2008
New Britain, Connecticut 06050

Dear Dr. Frost:

RECEIVED
OCT 1 21Q7fi

BOARD OF TRUSTEES
EQR THE: STATE COLLEGES

In Executive Session at the Commission for Higher
Education meeting on Tuesday, October 5, 1976, a quorum
being present and voting, SC-12, a resolution to establish
the unclassified position of Administ:rative Assistant in
the central office of the Board of Trustees for State
Colleges and to name Mrs. Rita Levy to that position was
approveiJ.

Resolution SC-9 disapproved a change in the ti t1e
of the Executive Assistant position in the central office
of the Board.

I hereby certify that these are true copies of the
resolutions.

and Administration

WRB:ja
Enclosures
CC: Ms. Sandra Biloon, Personnel

Mr. Zalman Bass, "
Mr. Richard Goldberg,"
Mr. James Poloshian, Budget
AUditors of Public Accounts

"
"

Division

"
"

'I
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(SC-12)

RESOLVED that the Commission for Higher Education, subject to its
responsibilities contained in Section 10-324 of the 1975
version of the General Statutes, approve the request of
the Board of Trustees for State Colleges to establish the
unclassified position of Administrative Assistant in the
central office of the Board and to name Mrs. Rita Levy
to that position.

Louis Rabineau, Chancellor
Commission for Higher Education

10/5/76
EXecutive Session



STATE OF CONNECTICUT
BOARD OF TRUSTEES

FOR THE STATE COLLEGES

P. O. B0X 2008 NEW BRITAIN. CONNECTICUT. 06050• TEL. NEW DRITAIN: 203·229.1601

Dr. Louis Rabineau
Chancellor
Commission for Higher Education.
340 Capitol Avenue
Hartford, CT. 06115

Dear Dr. Rabineau:

."

August 25, 1976

TEL HARTFORD: 203-566.73'13

Acting ~der the provisions of Sections 10-109b and 10-325 of the General Statutes,
the Executive Committee of the Board of Trustees for state Colleges unanimously
established the position of Administrative Assistant to the Executive Officer for
Finance and Management. ~~e position will" be placed in unclassified status, salary
group 10, which is deemed comparable to Code 0081 unclassified positions established
by the Personnel Policy Board.

Attached hereto is the resolution that will be recommended by 'the Executive Committee
. to the Board of Trustees at its September 3, 1976 meeting, together with the justi­

fication for the position. Please bear in mind the extremely low cost in effecting
this personnel transaction, especially our plan to cancela Typist II position, via
Form 14 action, as a "trade-off".

I strongly urge your favorable action, allowing retroactivity to August 27, 1976.

•

JAF/FWR/b
enclosures

Sincerely yours,

·..WF
James A. Frost

"" Executive Secretary

j



JuJ,.y 27, 1976

TELEPHONE

DATE

SAVE TIME: Handwritten messages are a~ceptable.

Use carbon if you really need a copy. If typewritten, ignore faint lines.

Executive Director for
A~~sState Colleges

TITLE

SUGGESTION COMMITTEE SAY: Improve Your Own Condition; Earn Cash and Recognition: Send ina Suggestion!

Dr~ James A. Frost
AGENCBoard of Trustees for the

Connecticut State Colleges

NAME

erdepartment Message
--201 REV. 3/73 ST ATE OF CONNECT I CUT

TD

SUBJECT

NAME
Mr.

F,D", 1--------"7"Wb\o~-+Ei.ru3.D.C.f~Ld.....M:a.na..geIlllm:t---L------AGENCY

Ms. Rita Levy - Justification for Appointment to Administrative Assistant (Unclassified

The State Personnel Department established the unclassified Administrative Assistant
"'~~"~~positTononr~A:prTr1952~;~~ame:na:mg'~-the'sp'ecrfIcatTons"~6n~2b'June'T9iO'~'The~classrfrca-

t.icn 't\l:as .. pegged on~.co.mpen~•.pl.an~~··. salary· grcup····1G ······· ~~ ~~~ ..

"Tu"geueral;"-tlie' s'pec's:p'ermir'a"'large"agency"'suchasours'~~~t'o'"liave'au~AdiiilnTst'rati ve~~"~
.As.sistant , particularJ.yone :vIhoassis±.$in tb.e..administration of.s.p.ecific business....
activities and related :vIork and :vIho may supervise a fe:vI clerical personnel. In office
management··matt·ers·;"tne··As·sistant···prepares·reco·rds;··rel)'ortsar.td~aocuments;·a:irects..·t:ne

....fili.ngsystem~.a.OO ..ans:v;ers..i.n.qui~ies.....~.In. .acCQunt;Lng...ma.tt~r.s, .. fina.nc·ia~ar.e.....-.~~.
maintained and fOr:vIarded to either the Comptroller or the Auditors of Public Accounts •

.····~'~···Tnma.tters·"aTfectJ:ng~15udget·preparatTon·;·partT<mrarly'as"aTfects'oiir opera~rons';nua:get
req:uests....ar.e.disc.ussed ..:vIit.h.....the...JLic.e-:Er~s.idents .....f.o~ ...AQ.mi.nist~ati.:v:e ..Affa ira..a.nd COllege

e.... ~~~i~~~~I~~~~~~a.e~~~~~~~i::~~~B~~.e{~~~~~ed '.~.::~~~. dOC.::Irl~~~~. ar~~. p~~'par.~~~~~~._~. ~

The Administrative Assistant must have a full kno:vIledge of office management, personnel
.... ~ .····management··~·····budg·etfug··:Proced:ure;··fa:m:r1IarI-tywlth·-State·····agencTes;~·-abIlIty·to~prepare..· ..

a.nd.inte~pret statistic.al~re.por.ts., deal.effecti.:vel;y:··:vIith..the publi.c.and po.ss~s......•supex...

.. ····Iumy op1:u1:on·,Ms.Rita··Lev:y·, ·····possesses~theknewledges,ski±lsana·'8;bil·i::t4es·:in··t:ae-.~_ ..
areas above cited. In the short time that I have been on board, she has truly become

. 'myrIght" ·arm:········~It·······Is··alm6sF·Im:Po·ssIble···torec·ft·e·····ofherTong·····h6ur·s;·~···I6yalty:··ana:········a:e=-~·

¥&tiou~to··~thewo~kaE:de.har.g;€..···.&f·····the····OOa~d.Q·f.····'I'r:u&tees ..and·.. ·its ..Exec·:ut.i~ve··~·St.af.f 'l'he. .
cost is, indeed, small. Her present salary as a Typist II, Salary Group 4, Step 2 is
$5;157:'" As an AdmInls-tratrve····· AssIsta.nt;S·alary··Grou:P···lcf;~St·e:P·T;~the-aunual..·saIary-~""

~·.·:YlOu1abe·····~1,·7c;.1· .. ·Th:us,..·.:we·'8;reA;alk·:ing·about.an:ine~ease.&f.. ...$.1,.b3()"~·1€sa....an... ..
~<:>11Ilt()f~g~8~bi':"Vl~e~Y"ll11:ti~ t~~a:p:p<:>intIl1~D;t become.~~!!ecti ve~ ..... 1 dar~ say~hat

~··:i.f Ms':~Le'vy were'to' be paId lor ··overt:ime·;·~which .. she·rIghtfully..co·uldc·larni~~pa·riieu.:·····
lar:±:;y:·during·······the·period······in········f:i··ll·ing······the······vacaflc;y: caused····b;y:·····Dr .. ······c:±:o:vIJ.g..reti·rement·7 ··.and .
in months ahead, the cost :vIould exceed the salary group increase by many hundreds.

Il'espeetfully····r€<t:uest······t:aat·.all····d~eonsid€~at:ionbeg:i:v~t.o.·..aG¥anci.flg·Ms........Levyc.. to.the
~~.~itdQD.<f>:f A~i~strati V'~.Assi stl:uit·· (Unclass i fi eClt..~! ... ~.~e ~~~!.~:::.~! ...:pos ~J~!~~~::.:.~ ...

• One final"" note- ·theTypist····II·position·isclassified ··<Ii!ol?·aH:·····intentsandpurf)O&eS .
M§ ! r.,~vy :i,§ t:l:..P~.:r:IrLa1l.~l}:t;_.~!Il:P=b<:>y~~ •......§:t:l2hp~:r:.!Il:.t:l:!l:.~l}2~ :i,El J:l.<:>t~Q~El.!£=b.~.t:l:El. ..~E.~~.t!3:Els if!~9:..
employee. This is a risk fully understood by Ms. Levy.

SAVE TIME: If convenient, handwrite reply to sender on this same sheet.



Item No. ·-7251S,. . ~UN 2 6 197~
AP~I~ISTRATIVE A~S!STMlT (UNCL~SSIFIED)
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r.XJ~;·:'Pr.ES: OF DU1TSS: In of~icc r:Cl1::lSCi:\.:mt T:::\tters J .prcpr~res r~c.ot'd!3) r-3-
--- \ . ~ por':'s C'.nd doct:!..Fmts "..11:1 p~r[ol":r.~ ralated cl~riccJ..

.l/orlq l:!='j' s.ssisn ·\.vr~ t~ <'.r:d sup~rviso clcric<ll p2rsor:n!;1 COVf::dnZ tt~$~ dut,ie:.;
d{l"~t'\o.&.;'" ~l'·" ·... ..:;'J·l'·- s.,·,.....a.. r -. ""'l""";'''l''l'~ ~n"-n'~rJ..·"-s In "'CC ......... ·1L ;n rl .r-:·~lt:.6..,...401 "",•.,; ... ~""\.';_."'!'

.. \,;""," __ .... J_ ..LJ.J,. _ ..~ J'..J ••,--~, ~:'j, ...J" t.. ~ J- ..~:..~ ~. '" ~'\'" Lt_ Co:) .1.\_ 'J'''_;:>' .'~__ ".""I,;,I".l",~;-.J

....~~··"·\~~-·,, ..·iS'·5 Lh .. ...., ... 1..1" ... "".,-.- •• " or- !'l~"'O"'""'~I'7 l·-·~Cl·d- "'orl"rds r'· ...o'.d ... I .... Lr, __ C-*.-··"-..:~c~" ...,~. p.,...... . ._... \,.",,';._. j~.~ _.\..J. ...... ~.::=; ~;._~ . j",.. c ..-.-_ '_·';"i VJ.'~ \,;.\,;., -;) 1 _~_ ,l. ~-' - - ..... \,..'- L.....""'.... ""'*-- #- \".:.;" r-

'-~ro'll-':;,~, di:::~u=:;·"J._3: ri;C0~·'::~ \:It!l th::r rcp:~cs,:;~tt.ti·1C-of tri'") A'J1it-or~_J O!'.fj.c;~. i.
lw.d~et r.::.:.t.t~~·.5, d~~:;U~S~3 bu:'tZ'~t rcqu::-sts \:ith di·d.siO:l ho-~~b; 5ur-~r':J:;(~:) th.:::
t"b".,,,.l.~O·l -",," dJ..· "-l'~"'~<' tIl" "'--u-··t ··ith Lh'" " .. ··nc:'r l'r,~clo ~'~""}-"''':\ •. ~\ .... j .. ('O~";"'t. :.L. ...\J.c .. v...;.. .. c.4.~ I ...J" .. ..J,J\...~ _ ~ .. \"....~ t,;,.:,. rJ_"...' 1'_ c.;~''''' ,,) 1 .. _ J ~_ ..... .L~.J. _... l." .. _ \•.L ..... -J.~ .... -

cat.ic;!l ~:--.-:1 fUl·ni~.lw~ inro:·;;~..ti(ln rC';ol'dillG it t/.> th:::' Bu·:lcct fJ.i.',·.i..~iC~1. In :)Gl'5"::;1I~,:,1

...,,,tLCt··- 'r:~'~~"~'5"'~ pO,.",),",,,,,,, n ......d~ \1,.L\1 r~~\.: .. )· ........ h··.",· fo'~""'~~ r-·ou"s.L<l "0'- c~".··:.-:J'.-..·a" ..,. ~ 'wo__ ....." .........~. ~ J. .... t_ .......:J.. .. _t..:~..j - __ "'. \,L.~ .... ~ .".''''; \~ ..~u, J. .I:_ ~ t.; i. ...: l".... • '" _ '

fl·C .... 1..'--~ "-.• :.~ 0.:>·,·-,.., -.,,1 l'''>''''''l't··,... " • ..;n L "" •• '1..,. •.•. '1~"1 (.···1·.,0"· :,\,..,A l·'-:-~nt.-::;.'- ~."\" ••1lJo.\" ......" ... t \,.. __ ........ " _. _. ~ ..... ~U\fV_ ~,_:,;,_ -..!_n v, ,.L u ......... '" "'''..1 ,~, ."~).!_.' -..J (. ... l .. l .J ...._ ..., ....... .10 ... ,') l w.'

1",·11 nc-';1'd:i. la.!'t'ol~lL~~~~=i::r~·:~~·,~·C?'t'¢l::"""~t!Ic· ...
1~Uie~·'·~f"I':b-:M:~e~Q.! •.:5!i"9..4i11 azvp.€8I'·t,;;,o,t·th"'·'.-ligc1Cr. I.n·~f"'~¢hi\;r;i"Hg;;'i.~;. -., ;/
Obt.e:J.:A~~"",wtl'flf'r'"a>\i>~~i".y.~~~~Nets-Tl~e6t.&-:t+ tfte"~:i~i-'\"~X' -ef PU!·eA,(o.~s

Not less th:>,n five (5) J\~m's f Ctplo:':11·::nt. in r-~si:·::~~5....
blc office \rcd( in ;.. 81',.Gc n-:>t lr:::·;cr tk:.il Cl~~·l·:;

Graclo III

("!,~ (1) :,',:2." or coll'.;cc cr~dJ.t 5uhsti tuted for each :i~D.r of ~)'·i)·:'ricn:.·:: Ui) ~" ~
..H-d.t of fO'Jr (I.. ) ~·~,:u·.3 ~~d cn~ (1) J·(:.=.rs I c:lploj":t':(:at of the ~ho\'t:: t~tP?

.'
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This cencels th~ exi$ti~s

approved effective April
spec ification

1, 1932.
in the sa:ce clnss in Salary Group 9

6-11-70 "

, -,


