
S T A T E  O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 

e FOR THE STATE COLLEGES 

P. 0. Box 2008 NEW RRITAIN. CONNECTICUT 06050 

TEL. NEW BRITAIN: 203-229-1601 TEL. HARTFORD: 203-566-2313 

AMENDING RESOLUTION 

concerning 

Alteration of Title at 

Easterq Connecticut State College 

Admissions and Records Assistant/Administrator II 

April 6, 1979 

RESOLVED, That Board Resolution #79-41 dated March 9, 1979 is 

rescinded, and be it further 

RESOLVED, That Board Resolution #79-26 as reads: effective 

February 2, 1973 is amended to read: effective 

December 15, 1978. 

A Certified True Copy: 

~(dLLul&{ 
~bmes A .  Fros t  

P xecu t ive  D i r ec to r  
\ 
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AMENDING 
RESOLUTION 

concerning . 

Alterat ion of T i t l e  
A t  

Eastern ~ o n n e c t i z t  S t a t e  College 

Admissions and Records A s s i s t a n t l ~ ~ i n i s t r a t o r  I1 

March 9, 1979 

RESOLVED, That Board Resolution #79-26 a s  reads: e f f ec t i ve  

February 2, 1979 is amended t o  read: e f f ec t i ve  
-i;)iceu\ISe v (6 , % 4 &  

F'&%mayy L5, f%% 

A Cer t i f i ed  True Copy: 

ecutive Director 
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AUTIIORIZIPiG RESOLUTION 

concerning 

Al te rz t ion  of T i t l e  
a t  

Eas tern  Connecticct S t a t e  College 

Admissions and iiecorCs A s s i s t a n t / > - k f n i s t r e t o r  I1 

RESOL'ED, m-at t h e  p o s i t i o n  A h i s s i o n s  Couselor be a l i e r e a  

t o  Admiss io~s  and Records A s s i s t z n t ,  A d n i n i s t ~ z t o r  11, 

at  Ezstern Connecticlit S t a t e  College effecti-.-e 
D p c p s  b r ~  I F  PI>$ 
-, i n  accordance w i t h  a11 pro-:isions 

ana expecta t ions  ss set f o r t h  i n  t h e  proposal  dated 

3- 31. lD9- which is  a t t acked  a s  an adcendum t o  . 
this Resolution.  

A Certifies True Copy: 

m e s  A. F:-osi; 



ALTERAT I OtI OF A CUftRCi:'f POS I T  l Oll  011 CSTl\JL I SI,i.,E!tT OF liE\\I POS IT I ON 
114 Ti tE UiJCI_/\I;S I T  l C L ;  SCI:\l I C E  

P -- __C__LI_ 

Exccutivc Officer for Faculty and S t a f f  A f f a i r s  

FROB: : Eastern  Connrct i c u t  S t o t c  Col lege, I ?  I t  S . ! 3R. 
( r ~ r e s  i dent) 

Concerning: Ncw P o s i t i o n ,  , X X  E x i s t i n g  P o s i t  i o n  (Vacant/Fil l e d )  - 

1 ,  Proposal : TO C1tAI:GE THE TITLE OF AD:b1ISSJO;IS COUElSFLOR TO THAT OF "kDi4ISSIOIlS 
AND RECORDS ASSISTAiiT. " THIS CHANGE I'IILL AFFECT G l ; t  POSITION Kt1ICil IS  
PRESEiiTLY FILLED SY 1::CREASi t :G I;ESPO!!S IC IL 1TI ES O F  THE I;:CU:.:3ENT. THE 
DIRECTOR OF Tr:E OFFICC OF t?.C:.lISSlO?iS F,i:0 ZtCORDS I:CEDS I</\XII-:II;-l FLEXIBILITY 
FRO:.1 F'I~0FESSIO:;AI- FE2SO;;::iL TO INSURE TIIAT STUDEiiT NEEDS IN THE AREAS OF 
AD)IISSIO?IS A::[) ZECO2ES ARE ;<El. 

2, Propased Position: 

T l t l e /Rank  - . AD:-IISSI OriS A : i D  RECCXDS ASSISTANT 

32 AD:4lN. T I  GEN . SCOAF/ - AFSC;'.E T 
10'-or- 12 i .o.  S a l a r y  Level k-unti tu en;, jargaining Tercp. or 

- 0 
F v I  1-Part -Tine Ed. Ext., Aux.) U n i t  Permanent 

3.  Surrai;lry of Function ( a t t a c h  r e q u i r e d  job description) 
(JOB DESCRIPTIOii OF POSITI0:i ATTACHED) 

I 4, Rat iona le  f o r  A l t e r i n g  or E s t a b l i s h i n g  P o s i t i o n  (use additions1 s h e e t s  o f  
I THIS CHE\;jGE 111 THE CU2REilT PQSIT:0;1 \IOULD BETTER REFL,~~~sj3;y$ESPC':;S IBILITIES 

TKE r:E!s:LY Cg[;.S:iIZED OFFICE OF AD;-1ISSIO:;S AilD REC023S $T EASTERN A;lD 
WOULD ELII<II:;,\Ti THE lif E O F  THE TERII "COUIISELOR" IF1 T H E  AFSCE:E BARGFIIiiING . 
UNIT. 

5 ,  Condi t ions  o f  En-ployrent i f  Changed o r  Different f:crnl<orrn. (use additional 
CHANGE 1P.l RFIIJ!: AI iD  CO!:DIT 101:s OF Et,IPLOYi.IEI!T TO REFLECT sheets  i f  necessary; 
f NCREASED RESP0;iSIGI LIT1 ES if4 AD;.iISSIQIiS AiiD tiE\nI SET OF RESPONSIBILITIES 
TN THE REGISTRATIO:( AND R E C O R D S  AREA. 

Approved: 
Consul tcit ion  \\ri t l ~  da~c~aining U n i t  1 ,  for Suhinissian t o  PERC - 

Conlp l c t cd , 
2, Jy  Co~n;ri t tc\e/iosrd 

e 

.i 

.I:. r: 2 ;:ite:; 
- 6 -  -' ( 5  i ! j ~ ~ c ~  t u 1.c) 

['A LYd J O! 1 ,:t,l:;, , [ s 
f ( ) i {  I l l ! .  : o I , l i , .  is(; , * I . ,  ,;, .; 



Dcscript ion of  proccssion;ll f??syonsibi 1 i t i e x  a - -______I 

Under the gcncral supervision o f  tlie Director of hdmissions and Records, 
the  i.di:iissions and Cccords Assistant perfun:\s the following functions: 

1. Makes appl-opriate ccntacts w i t h  hish schools, c o c u n i t y  and junior 
colleges,  a n d  com:~unity 01-ganizations as necessary in order to r ec ru i t  
students t o  Eastern CT S ta te  College; attends college nipht and 
college f a i r  programs as required. 

. 2. Performs academic advisement and assis tance f o r  applicants t o  Eastern 
CT Sta te  College for  a l l  progrens, and also f o r  e~ i ro l l ed  students and 
non-matriculhtits in the extension divi i ion  of tiie col legr .  

3. I4akes adn~issions decisions on applicants for  admission to the college 
f o r  both liign sc!lool a n d  t r ans fe r  applicants.  

4. Evaluates t ranscr ip ts  of t ransf3r  students from other post-secondary 
ins t i tu t ions .  

5. Assists i n  prepsring s t a t i s t i c s 1  data as required by the College and 
i n  the Adcissions and &cords O f z '  I ~ c t ? .  

6. A s s i s t s  i n  the planning, organizing, w r i t i n g ,  and layogt of printed 
mater ials  reqsired by the Adciissions 2nd Recorc!~ Office. 

7. Handles routine correspocisnce iddressed to  the  A2aissicns Office 
a s  needed except t h d t  whi ch i s  s?ec i f ica l ly  the responsi b i  1 i ty of the 
Director of Adiiissions a n d  Rscords. 

8. Assists i n  the supervis'on of the o f f i ce  s t a f f  as required. 

9. Coordinates the on-caapus v i s i t a t i o n  prcgrzs i n  which counselors, 
school O S  , prospecti ve students and  ;iarents a r e  invi t 2 d  t o  v i s i t  
t h e  Eastern Czwpus. 

10. Arranoes for on-ci.xus v i s i t s  by high school, coGuni t y  college, 
communtiy and college groups. 

11. Assists ni  t h  reg is t ra t ion  and advisecent of students.  

32. Assists i n  the coordination of special prograns such as guidacce 
counselor progt-ans , t i - ~ n s f e r  progra:.is 2nd open botise progl-acls as requi re<. 



S T A T E  O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 
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Alteration o Title at & 
Eastern ~onnecticut\~tate College 

'l 

Admissions and Records ~ssi~tant~~dministrator I1 

April 6, 197 4 
RESOLVED, That Board Resolution #79-41 datedharch 9, 1979 is rescinded, 

1 

\ 
and be it further i 

i 
\ 3' 

b 
RESOLVED, That Board Resolution #79-26 as reads: ,effective February 2, 

i 

1979 is amended to read: effective December 15, 1978. 
1 3  
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A Certified True copy: 

James A. Frost 
Executive Director 


