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AUTHORIZING RZSOLUTION 

concerning 

Alteration of Title 
at 

Eastern Connecticut State College 

Admissions and Records Assistant (Admin. 11) 
to 

Assistant Director of Admissions and Records (Admissions) (Admin. 11) 

January 9, 1980 

RESOLVED, That the position Admissions and Records Assistant (Admin. 11) 

be altered to Assistant Director of Admissions and Records 

(Admissions) (Admin. 11) 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. 

AnTertified True Copy: 
I 

i~ames A. Frost 
/ Executive Director 



Addendurn to Board Resolution #80-7 
<- .-.- 4 January 9, 1380 

ALTERATION OF A CURRENT POSITION OR ESTUJLISIIPIENT OF EiEW POSITION ' 

IN THE UiICLASS IFIEC SERVICE 

TO: .Executive Officer for Faculty and Staff Affairs 

FRO&:: Eastern Connecticut State College, Dr. Charles ( 
Pres i dent 

Concerning: Mew Posit ion, XX Exist ing Posit ion (~acant/Fi 1 led) 

: To, change title of Admissions and Records Assistant (Admin. 11) 
to Assistant Director of Admissions and Records (Admissions) (Admin. 11) 

D 

2. Proposed Position: 

Title/Rank Assistant Director of Admissions and Records (~dmissions)(~dmin. 11) 

SCOAF 
w e ,  'e Jargaining 10 or 12 mo. 

r 
Temp. or 

Ful I-Part-Time Ed. Ext., Aux.) Unit Perma~ent 

3 .  Summary of Function (attach required job description) 

m See attached - No change in duties 

4. Rationale for Altering or Establ ishing Position (use additional sheets of 
necessary) 

Change in title only 

5. Conditions of Employment if Changed or Different from Norm. (use addi t iona1 
sheets if necessary: 

\ 

NONE 

F)LAt\'3 OF TRUSTEES 
rO& 11ic SI.AT7 Clll I FCFC: 

For Central Office Use 

Approved: 
Consultation w i t h  dargaining Unit 1 .  For Submi ss ion to PERC CL A? 

Completed 

a Comments: 

(Date) (S i gnature) 
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JOB DESCRIPTION 

ASSISTANT DIRECTOP. OF ADII ISSIONS AND RECORDS (ADMISSIONS) 

Under the  genera l  supervis ion  of the  Di rec to r  of Adrnissions and Records, t h e  
Ass i s t an t  pcrfonns t h c  following funct ions :  

. 1. ' .Disseminates information t o  prospect ive  s tuden t s :  v i s i t s  high schools  
.and community/junior co l l eges ,  con tac t s  community agencies  involved with 
t h e  r e g e r r a l  of s t u d e n t s  t o  co l l eges ;  a t t e n d s  co l l ege  n i g h t s  and col lege  
f a i r s ;  v i s i t s  agencies with a d u l t  popula t ions  a s  p o t e n t i a l  s tuden t s .  

2. Performs in terviews and academic a,dvisement f o r  a p p l i c a n t s  seeking 
admission t o  the  College. 

3. Makes admissions dec i s ions  on a p p l i c a n t s  f o r  admission. 

4. Assists i n  the  coordinat ion  and superv i s ion  of o f f i c e  s t a f f .  

5 .  Evaluates t r a n s c r i p t s  of t r a n s f e r  s t u d e n t s  from o t h e r  post-secondary 
I n s t i t u t i o n s .  

- 6 .  A s s i s t s  i n  prepar ing  d a t a  and p e r t i n e n t  r e p o r t s  a s  required.  

7. Assists i n  t h e  planning,  organiz ing,  w r i t i n g ,  and l ayou t  of p r i n t e d  
m a t e r i a l s  requi red  i n  conducting a s t u d e n t  recrui tment  program. 

8. Handles correspondence addressed t o  Off ice .  

9. Coordinates on-campus v i s i t a t i o n  progrzns. 

10. Assists wi th  r e g i s t r a t i o n  and advisement of s tuden t s .  

11. Maintains c l o s e  coordinat ion  and l i a i s o n  wi th  o t h e r  admin i s t r a to r s  
and facu l ty .  

12. Attends workshops and meetings on and o f f  campus a s  requi red .  

13. Performs o t h e r  d u t i e s  and r e s p o n s i b i l i t i e s  r e l a t e d  t o  those  enumerated 
above which do n o t  a l ter  the  b a s i c  l e v e l  o f . r e s p o n s i b i l i t y  of t h e  
pos i t ion .  


