
STATE O F  CONNECTICUT 
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TEL. NEW BRITAIN: 203 - -- 
AUTHORIZING RESOLUTION 

concerning 

The Establishment of a New Position 

a t  Eastern Connecticut State College 

Assistant Director of Admissions and Records 

October 6, 1978 

RESOLVED, 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. 

A C rtified True Copy: 7 

hecutive Director 
i 



AL'TERAT I ON OF A CURRENT POS I T  I ON OR ESTAJL ISIIIV,ENT OF NEW POS I T  I ON 

- I N  TtiE UNCLASSIFIED S E R V I C E  

TO: E x e ~ u t i v e O f f i ~ e r f ~ r F a ~ ~ l t y a n d S t a f f A f f a i r s  1 

FROH:: Eastern Connect icut S ta te  Col lege, D r .  Charles R .  Webb, Jr .  
p res ident )  

Concerning: New Pos i t  ion, X E x i s t i n g  P o s i t i o n  ( ~ a c a n t / ~ i l l e d )  

1 .  Proposal: That t h e  cu r ren t  p o s i t  i on  o f  Ass i s  t a n t  D i rec to r  o f  Admiss ions 
be a l t e r e d  t o  Ass is tan t  D i r e c t o r  o f  Admissions and Records. 

2. Proposed Pos i t i on :  

T i t le /Rank Ass is tan t  D i r e c t o r  o f  Admissions and Records - 
12 month Admin. I 1  General AFSCME 

10 o r '  12 mo. Salary Level Fund  en., Barga in ing  
L-.-Al Temp. o r  

Ful l -Part -T ime Ed. Ext., Aux.) U n i t  . Permanent 

3 .  Summary of Funct ion  (a t tach  requ i red  j o b  desc r ip t i on )  

A j o b  d e s c r i p t i o n  f o r  t h e  p o s i t i o n  o f  A s s i s t a n t  D i r e c t o r  o f  Admissions 
and Records i s  attached. 

4. Rat iona le  f o r  A l t e r i n g  o r  E s t a b l i s h i n g  P o s i t i o n  (use a d d i t i o n a l  sheets of 
necessary ) 

The p r e v i o u s l y  separate o f f  ices o f  Admiss ions and Reg is t ra r  have been 
combined i n t o  one u n i f i e d  operat ion,  under t h e  d i r e c t i o n  o f  the  D i r e c t o r  
o f  Admissions and Records. Th is  p o s i t i o n  i s  a l t e r e d  t o  r e f l e c t  t h a t  
change. 

5. Condi t ions o f  Employment i f  Changed o r  D i f f e r e n t  froinNorm. (use a d d i t i o n a l  
sheets i f  necessary 

i 

For Centra l  O f f i c e  Use 

Approved: 
1 .  For. Submission t o  PERC / 
2. By Commi t tee/Goa r d  

. . 

( ~ a  t e) ( S  ignaturc)  





ASSISTANT DIRECTOR OF ADMlSS 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. 

4. Works with the Off ice of Academic Affairs in the development of the 
master schedule of courses and ass ignrnents of students to classes. 

5. Respons ib i 1 i ty for graduation audit for seniors. ' 

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

7. Evaluates academic transcripts submitted by transfer students. 

0 
8. Interfaces with other off ices 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 advisment/orientation 
activities for incoming students. 

14. Assists with admissions/recruitment functions as required. 


