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

FOR THE STATE COLLEGES 
P. 0. Box 2008 827-7700 NEW RRITAIN. CONNLZTICUT 06050 

TEL. NEW BRITAIN 203-2QZXEW2 - m X  

AUTHORIZING FXSOLUTION 

concerning 

Refine Job Description 
at 

Eastern Connecticut State College 

Administrator I - Assistant in Data Processing 

January 9, 1980 

RESOLVED, That the position Administrator I - Assistant in Data 

Processing job description be refined at Eastern 

Connecticut State College effective January 9, 1980, 

in accordance with all provisions and expectations 

as set forth in the proposal dated January 8, 1980, 

which is attached as an addendum to this Resolution. 

flertified True Copy: 

I~xecutive Director 



'C 
JOB DESCRIPTION 

ASSISTANT IN DATA PROCESSING 

Under the  superv is ion  of  t he  D i r e c t o r  of Data Processing, the  A s s i s t a n t  
performs the  fo l l ow ing  func t i ons :  

( 1 )  Prepares systems documentation and requ i red  manuals. 

( 2 )  Analyzes and he1 ps determine f e a s i  b i  1 i t y  o f  conver t ing  
appl i c a t i o n s  t o  a computer. 

( 3 )  Designs card forms and r e p o r t  forms. 

( 4 )  Operates computer and auxi  1 i a r y  equipment. 

( 5 )  A s s i s t s  i n  t r a i n i n g  o f  c l a s s i f i e d  employees. 

(6) Ass is t s  i n  developi,ng methods t o  improve work f l o w  w i t h i n  
t h e  department. 

(7 )  K r i t e s  computer programs i n  COBOL f o r  t he  s o l v i n g  o f  
problems from rough notes, records,  n a r r a t i v e  statements 
o r  o the r  data. 

(8) Debugs and t e s t s  programs f o r  accuracy and completeness. 

(9 )  Supervises student  programmers and a s s i s t s  them i n  s o l v i n g  
. s imple programming problems. 

(10) Assumes j o b  t r a i n i n g  i n  the  researching o f  a p p l i c a t i o n  software 
f o r  poss ib le  use w i t h i n  the  Col lege. 

(11) Assumes j o b  t r a i n i n g  i n  t he  researching o f  data management 
techniques and problem s o l v i n g  f o r  poss ib le  improvement i n  ope ra t i ng  e f f i c i ency .  

(12) Maintains i nven to ry  o f  department 's data processing suppl ies .  < 

(13)  Provides some assis tance i n  te leprocess ing  and remote j o b  
e n t r y  techniques. 

(14)  Performs o the r  d u t i e s  and responsi b i  1 i t i e s  r e l a t e d  t o  those 
enumerated above which do n o t  a l t e r  t h e  bas ic  l e v e l  of 
r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n .  



.+ Addendurn to Board Reso lu t ion  #80-4 . 
*& , -  v .  

REVISED January 9, 1980 

ALTERAT l ON OF A CURRENT POS IT l ON OR ESTAJL l StiPiENT OF NEW POS I T  l ON 
I N  TtiE UNCLASS i F l ED SERV l CE 

TO: Execut ive O f f i c e r  f o r  Facu l ty  and S t a f f  A f f a i r s  
. . 

FROiY:: Eastern Connect icut S ta te  College, Dr. Charles R. Webb 
( ~ r e s  i dent) 

Concerning: MewPosi t ion,  xx ExistingPosition(~acant/~illed) 
,. 

1 .  Proposa 1 : To reduce the present Administrator I I posi t ion (vacant)  
within the  Data Center t o  t h a t  of Administrator I p r i o r  
t o  recruitment as requested i n  my previous submission 
o f  8/9/79. 

2. Proposed Pos i t i on :  

T i t le /Rank Administrator I - Assis tant  i n  Data Processing 
m 

12 $9,500.00 Gen. AFSCME 
10 o r  12 mo. Sa lary  Level Fund  en., darga in ing  

d Temp. o r  

Ful l -Par t -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 )  - 

1 SEE 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 o f  
necessary) 

No change t o  previous SC-P except t o  provide 
more de ta i l ed  job descript ion.  

5. Condi t ions of Employment if Changed o r  D i f f e r e n t  from Norm. (Use a d d i t i o n a l  
sheets i f  necessary; 

No change from previous SC-P 

For Cent ra l  O f f i c e  Use ( - 2 - ? C  

Approved: 
Consu l ta t i on  w i t h  darga in ing  U n i t  1. For Submission t o  PERC C 

2. 3y Commi t tee/;oa r d  

Comments : 

(Oate) (Signature) 

1' 


