
STATE O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 

0 FOR THE STATE COLLEGES 

P. 0. Box 2008 NEW BRITAIN, CONNECTICIJT 06050 

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

RESOLUTION 

authorizing 

The Revision of a Current Administrator IV Position 
at 

WESTERN CONNECTICUT STATE COLLEGE 

August 14, 1979 

RESOLVED, That the position at Western Connecticut State College 

occupied by Richard Sullivan, Associate Dean of Adminis- 

trative Affairs, Administrator IVY be altered in duties 

and salary effective July 1, 1979 in accordance with all 

provisions and expectations as set forth in the accompanying 

proposal  dated August 13, 1979. 

A Certified True Copy: 

James A. Frost 
Executive Director 



Addendum to ~~#79-116 

/ ALTERATION OF A CURIENT POSITION OR E S T ~ ~ L I S H ~ N T  OF NEW POSITION 
. , 

Executive Officer for Faculty and Staff Affairs 

From: Western Connecticut State College, 

Concerning: New Position, X Existing Position (Vacant/~illed) 

1. Pro~asal: To compensate the incumbent in this .position effective July 1, 1979 for 
duties and responsibilities previously held by the Vice-President for Administrative 
Affairs, increasing the Associate Dean1 s salary from $25,938.00 to $28,900.00. 

2. Proposed Position: 
C-- 

Title/-nk Associate Dean of Administrative Affairs. Administrator IV 

12 mo. ft. perm. $28,900.00 General AFSCME 
. 10 or 12 mo. Salary Level Fund (Gen. , Bargaining Unit 
F'ull-Part-Time Ed. Ext., AUX.) 

Temp. - Perm. 
3. Summary of ~hction (attach required job description) 

I 
I See Attached. 

4. Rationale for Altering or Establishing Position 

. . .  - The responsibility for the administration of food service and bookstore . 
previously held by the Vice President for Administrative Affairs was reassigned to 
the Associate Dean. In addition,the Associate Dean will write all contracts; negotiate 
for these approval from the Office of Policy and Management and the Attorney General's 
Off ice; and oversee payments. Educational Agreements for Nursing and Medical 
Technology have been added to his responsibilities. With the Vice President for 
Administrative Affairs, he will coordinately supervise the Accounting, Business and 
Payroll Offices. 

(These responsibilities are in addition to those previously perfornled by the Associate 
t Dean as identified in the description that is attached. These increased duties are 

5.  Conditions of Employment if Changed or Different from Norm. appropriately reflected in 

.- , . . a salary increase of 
approximately ten percent.) 

----_-.-- - . -  - - .--. - - .  - . . .. ..-.-. -..-" ....--.. - - .  -.. .. - - .- 

1 For Submission to P 
2. By Commi ttce/Board 

l<:i,....> *,,-,.i 



.'WSTER.N CONNECTICUT STATE COLLEGE 

, POSITION DESCRIPTION 

. P o s i t i o n  Title : 'Associ.ete Dean of A d n i ~ i  s t r a t i v e  A f f a i r s  

Administrative Rank: IV I 

Department: Advi r t i s t r a t i v e  nf fa i - rs  

- . 
. . 

POSITION SUMMARY 

The Associate Dean r e p o r t s  d i r e c t l y  t o  t h e  Vice-President 
b 

. . He i s  d i r e c t l y  r e spons ib le  f o r  t h e  p repara t ion  of  . the  budget ,  n e g o t i a t i o n  
and admin i s t r a t ion  of food s e r v i c e  an5 bookstore con t rac t s ,  a l l  t r a v e l ,  pe r sona l  
s e r v i c e  c o n t r a c t s  an3 educa t iona l  agreements, s t a t e  veh ic les .  

He sha res  conrd ina te  superv i s ion  of t h e  Accocnting Of f i ce  and Payro l l  Of f i ce  
= , t h  t h e  Vice-Presirient, I!e e s s i s b J t h e  Vice-Presidel~t  i n  a l l  o t h e r  are3.s of t h e  

. d i v i s i o n  of Administrat ive hf'f'fairs. 

I n  t h e  ~ b s m c e  of t h e  Vice-President, he has complete r e s p o n s i b i l i t y  f o r  t h e  
d i v i s i  on of  Administrat ion Af fa i r s .  

,' 
I 

1 

POSITION RESPONSIBILITIES 

2. Prepare  and subnlit budget r e q u e s t s  f o r  t h e  Educational  Extension and 
Auxi l i a ry  Funds. 

3: Prepare r eques t s  f o r  Al lo t rent ,  of Appropriat ions (B-1) f o r  General  
Fund, Extension, and-Auxi l ia ry  Funds. 

4. Subni t  an  l t~na lys ; s  of Appropriat.ions Requirements" monthly (B-65). 

. Prepare  i n t e r n a l  budgets f o r  depart,ments, f i s c a l  r e p o r t s ,  and analyses .  

6.  P r e a r a  b u d j ~ ~ s ,  f i s c a l  r epor t s ,  and miscel laneous informat ion  requested 
by'B,O.T., O.P.M., and o t h e r  s t s t ,e  and f e d e r a l  c o n t r o l  agencies. 

$ 

, . 



I \ '- 
POSITION RESPONSIBILITIES (cont'd) 

.I 

7. Annually neso t iz te  cn ind<rc,ct c o s t  r a t e  with D.H.E.W. 

8. Analyse c o s t  cen te rs  t o  recommend f e e  increases  necessary. 

9 .  ~ ~ ~ r o x i m ' a t e  budget $10,7~0,000. 

Food ' ~e rv i r - s  end Books t o r e  

1. Write spec i f ica t ions ,  send ou t  bids, negotiate,  and award contracts .  

2. Administer con t rac t s  f o r  compliance, approve a l l  renovations, pur- 
chase of equipnent, hours of operation, approve pr ices ,  e tc .  

Travel  an? S t a t e  Vehicles 

1. Supervise submission of t r a v e l  author izat ions ,  a p p r o o ~ l s ,  reimburse- 
ments, etc.  

2. Sopervise use of s t a t e  vehic les ,  submission of  monthly r epo r t s ,  re- 
pai rs ,  and requests  f o r  temporary an3 add i t iona l  vehiclcs.  

Contracts and Educational A ~ r e e r e n t s  

1. Write a l l  Personal Service Contracts, negot ia te  f o r  approval by 0.P.N. 
and Attorney General 's o f f ice ,  and oversee payme~ts.  

I 

2. Write Educational Agreements f o r  Nursing Eepartntcnt and Xedical Tech- I 

nology and negotizte f o r  3pprov.zl by O.P.K. and Attorney General 's . 
. of f ice .  

+ 1 
0 t h e r  I - i 

1. coordinate superv:sion of Accounting bfi-ice and Payrol l  Office.  i 
2. Assist t h e  Vice-President i n  management-and supervis ion of a l l  per- 

sonnel proliiding services  of purchasi-ilg, cotitracting, physical  plant ,  
secur i ty ,  and data  processing. 

I 
1 

3 .  Assinne r e spons ib i l i t y  f o r  o ther  adminis t ra t ive  departments a s  assigned 
by the  Vice-President. 

4; ' ln  t he  absence o f  t he  Vice-President, assume complete r e spons ib i l i t y  . 
f o r  d ivis ion of Administrative Affai rs .  

5. Performs o t i e r  du t ies  end r e s o o n ~ i b i l i t i e s  r e l a t ed  t o  those e n o ~ e r a t e d  
above which do not a l t e r  the h a s i c  l e v e l  of r a snons ib i l i t y  of t he  
position. 

. . . . 
\ 


