RESOLVED,

SCR#78-100

STATE OF CONNECTICUT

BOARD OF TRUSTEES
FOR THE STATE COLLEGES
P. O. Box 2008 NEW BRITAIN, CONNECTICUT 06050

8o7_
TEL. NEW BRITAIN: 2033@25213&’@%700 FEIHABEEORD A3 K66:58% %

AUTHORIZING RESOLUTION
concerning

The Establishment of a New Position

at Bastern Connecticut State College

Assistant Director of Admissions and Records

October 6, 1978

That the position, Assistant Director of Admissions
and Records, be established at Eastern Connecticut
State College effective October 6, 1978, in accord-
ance with all provisions and expectations as set
forth in the proposal dated September 28, 1978,

which is attached as an addendum to this Resolution.
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iExecutive Director
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ALTERATION OF A CURRENT POSITION OR ESTAdLlSHMENT OF NEW POSITION
IN THE UNCLASSIFIED SERVICE

TO: Executive Officer for Faculty and Staff Affairs T f

FROM:: Eastern Connecticut State College, _ Dr. Charles R. Webb, Jr.

, (President)
Concerning: New Position, X Existing Position (Vacant/Filled)

I.- Proposal:  That the current position of Assistant Director of Admissions
o ' be altered to Assistant Director of Admissions and Records.

2. Pf0posed Position:

Title/Rank Assistant Director of Admissions and Records
12 month Admin. 11 General. AFSCME T (r)
10 or 12 mo. Salary Level Fund (Gen., Bargaining Temp. or
Full-Part-Time , Ed. Ext., Aux.) Unit - Permanent

3. Summary of Fuﬁction (attach required job description)

A job descrlptlon for the position of Assnstant Director of Admissions
and Records is attached.

L. Rationale for &ltering or Establishing Position (Use additional sheets of
necessary)

The previously separate offices of Admissions and Registrar have been
combined into one unified operation, under the direction of the Director
of Admissions and Records. This position is altered to reflect that
change. ) .

5. Conditio;i of Employment if Changed or Different from Norm. (Use additional

C Lo ) _ , : sheets if necessary
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ASS ISTANT DIRECTOR OF ADMISS IONS AND RECORDS
. Title of Position

Description of Professional Responsibilities:

Under the general supervision of the Director of Admissions and Records,
the Assistant Director of Admissions and Records performs the following functions:

1. Assists the Director in the design, development, care and utilization
of student records and registration systems.

2. Supervises'student pre-registration, registration, and add-drop.
3. Supervises report and transcript preparation.

L. Works with the Office of Academic Affairs in the development of the
master schedule of courses and assignments of students to classes.

5. Responsibility for graduation audit for seniors.

6. Provides academic advisement and counseling for new and cowtlnulng
students.

7. Evaluates academic transcripts submitted by transfer students.
8. Interfaces with other offices on campus, particularly the Data Center.
9. Assists in preparing statistical data as required by the College.

10.  Handles correspondence addressed to the Office of Admissions and
Records as needed, except that which is specifically the responsibility
of the Director of Admissions and Records.

11. Assists in the coordination and supervision of office staff as required.

12. Responsible for grade collection, recording and reporting.

13. Assists with the coordination of academic advisement/orientation
activities for incoming students.

4. Assists with admissions/recruitment functions as required.




