
STATE O F  C O N N E C T I C U T  * BOARD OF TRUSTEES 
FOR THE STATE COLLEGES 

P. 0. Box 2008 NEW RRITAIN, CONNECTICUT 06050 
827-7700 

TEL. NEW BRITAIN: 203-X.XXthdMr 

AUTHORI-Z ING RESOLUTION 

concerning 

Reclassification of Position 
at 

Western Connecticut State College 

Assistant Director of Admissions, Administrator I1 

February 8, 1980 

RESOLVED, That the position Assistant to the Director of Admissions, 

Administrator I, be reclassified to Assistant Director of 

Admissions, Administrator 11, at Western ~onnecticut State 

College effective October 1, 1979, in accordance with all 

provisions and expectations a s  s e t  fo r th  i n  the proposal 

dated January 29, 1980, which is attached as an addendum to 

this Resolution. 

A Certified True Copy: 

&es A. Frost 

/" xecutive Director 
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Addendum t o  Board Resolution # 8 8: 18 I (.. February 8, 1980 

ALTiZIVITlON OF t~ CUlUCI:I<T POS1TIOtI OIi CS'!'TriJLISll!-'XW OF NEIJ POSIT1O:J - * * a .  - IN TIIC U::'I'L;SST;T~TCD ST-'?.VTCI: 

To : Exceut-.ive O f f  i c c r  f o r  Faculty s ~ d  S t a f f  ~f fa i r s -"  

a x o m  : 
! 

ltfcstcrn Connecticut S t a t e  Coll.cge, 

Concerning: New P o s i t i o n ,  . X E x i s t i n g  p o s i t i o n  nk=g/~ i l l eCI )  

1. Proposal:  ' 

.To reclassify the position of Assistant to the Director of Admissions, Adninistrator I 
to Assistant Director of Admissions, Administrator I1 effective October 1, 1979. - 

2, Proposed P o s i t i o n :  
c.. 

Title/P\ank ~ssistant Director o-f Admissions, P,hinistrator 11 
,= 

- 
12 mo. FT $15,000.00 General PFSOE 

- 30 or 12 mo. Salary Level Fund (Gen. , B a r ~ a i n i n g  Unir 
Full-Part-Tine ( J M W l :  Ed. Ext.,  A m . )  

Y i 3 , I Y /  Temp. - Perm. - .  
3. Summary o f  F k c t i o n  ( a t t a c h  required job d e s c r i p t i o n )  

*&$; 
see attached jo5 description ,ei.;tI 
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. 4. Rat iona le  fo r  ~ l t e r i n c j  o r  Est&lis!ling P o s i t i o n  Lo~~HL 

The reclassification of the posltion to 2,chini'strator I1 is wilrrmted based- 
 oh an analysis of the duties znd responsibilities-perform& by the incuxbent. 
in this position with those perf~mcd by the inc-mbznt i? the position of 
Administrator I1 in the Admissions Office. 
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5. Conditiuns of  Eqloyment  i f  Changed o r  D i f f e r e n t  from Norn.08 r3'  

N/A 

-, 

....-- 

0 r Contra1  Offico Uso 

. //29/ko Approved r 
ConoulLation with Daxgainfnq U n i t  . . 1. Tor S u b t d i s l o n  to PCRC p,<e 

Comp~ctccl 2. L\y Cormi t tcc/luard 
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STATE O F  COl \ \ rNBCTICUtr  I 

\VESTERN CON:JECTICUT STATE COLLEGE 
181 \ \ 7 1 1 1 ~ ~  STAEL~' . D h ~ u u a u  C0SNECrlCUl '  06810 

To: D r .  C l i n t o n  bI. R i t c h i e  

From: L i z  McCoy \Ktv 

Re: A s s i s t a n t  t o  t h e  D i r e c t o r  o f  Admissions P o s i t i o n  

Date:  September 27 ,  1979 .. 

I n  t h e  j o b  d e s c r i p t i o n  p r o c e s s  r e c e n t l y  completed 
. . p u r s u a n t  t o  t h e  AFSC?.IE c o n t r a c t ,  t h e  d e s c r i p t i o n  p repa red  .. 

and approved f o r  t h e  A d m i n i s t r a t o r  I p o s i t i o n  o f  A s s i s t a n t  
t o  t h e -  ~ i r e c t o r  of Admissions (,opy a t , t a c l ~ e d )  s t a t e d  j o b  
d u t i e s  and funct ions  cornparable t o  t h o s e  performed by t h e  
A d m i n i s t r a t o r  I1 p o s i t i o n  of  A s s i s t a n t  D i r e c t o r  o f  Adn i s s ions  
(copy a t t a c h e d ) .  . b 

Because i t  i s  e ~ i d e z t  f r o 3  a  r ev i ew o f  t h e s e  +yo 
documents t h a t  t h e  j obs  be ing  performed a r e  e s s c l ~ t i a l l y  - 
s i m i l a r  i n  n a t u r e ,  t h e  encloSeh SC-P i o r ~ ~ i  has  been 
-that r e q u e s t s  t h e  upgrading of  t h e - c u r r e n t  A d m i n i s t r a t o r  I 
. p o s i t i o n  t o  A d n i n i s t r a t a r  11. .-. . 

- -. Ehf:31i . . - 
cc: D r .  i i 'atjen, Dean of S t u d e n t  A f f a i r s  

. attaclmlents . . 
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.\ 0 . . STATE O F  C O N N E C T I C U T  

WESTERN CONNECTICUT STATE COLLEGE 
181 Wltire S T E E ~  .. DANDURY C O N N E C T J C ~  OGSlO 

t 

, . 
+ I ha& read the job description prepared jointly by 

myself and the "College" Job Analysis Committee and agree 
that it accurately reflects my functions and responsibilities 

' as of June 30, 1979. 
, . 

. . . . .  . * 
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.. Approved by: 
-..'-. [Appropriate ~ i c C - ~ r e s i d c n t ,  

Executive Dean or President) . . .v . - 
r :  
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" #  * * :  * WSTCPd CONNECTICUT STATE COLLEGE 

. .L . . .. . .. . . . 
' i  

i 
. . . POSITIOEl DESCRIPTION . 

i' 

. . - ... - 
, 

. Position Title: Assi stant Director o f  Admissions 

~dninistrative Rank: Administrator TI 1 

- Department: Admissions/Studcnt Affairs 

POSITION SUMEIARY 

Under.the direction of the Director of Admissions is responsible . . 
for all phases of Admissions Office operations, recruiting programs 
and activities'related to that office. . - 

POSITION RESPOXSIBILITIES 

- Analyze credentials of applicants for admission in terms of the 
' .  College's standards, programs and curricula,and make admissions . , 

dcc5sions. - Interpret test data and prcdiction data for prospective students. 
. . - Implement specific on and off campus recruitment programs. 

6 - Recommend changes in aclmissioni procedure; and policy in light 
of changes in higher education. 

. - Evaluate'transfer c r e d i t .  
\ 

d 

. . . \ r . . . **  

, . . . m . . 
\ . . .. . a * * .  . . . . . . 
. . . . . . . 



I . POSITION RCSPONSI I3 ILITICS  (con-t 'd)  , 

. 

- I n t e r a c t  w i t h  v a r i o u s  segmcnts  o f  t h e  academic community. - * - I n t c r a c t  slid comn~rlnicate w i t h  secondary  s c h b o l  and c o l l e g e  
- a d m i n i s t r a t o r s ,  f i c u l t y  and gu idance  p e r s o n n e l .  : 

, (. 
. * .  

- communicate u i t h  d a t a  p r o c e s s i n g  p e r s o n n e l  i n  f o r m u l a t i n g  
p r o c e d u r e s  r e l a t e d  t o  t h e  admiss ions  f u n c t i o n .  . . . . -: ~ n t e r a c t  w i t h  ~ e ~ i s t r a r ' s  o f f i c e  i n  coo rd ina t i ' ng  t h g  a d v i s i n g  
and s c h e d u l i n g  o f  new s t u d e n t s .  . . 

- - I n t e r a c t  w i t h  t h e  E x t e n s i o n  o f f i c e  i n  co -o rd ina t ing ' t l l e  a d v i s i n g  . . .  and s c h e d u l i n g  of  new s t u d e n t s .  
. . 

I - Develop p romot iona l  - m a t e r i a l s  i n  c o n j u n c t i o n  w i t h  t h e  admis s ions  
f u n c t i o n .  

. . #  
. .  - Performs ot.h.r dfi-ties end r e ~ ~ o n s i b i l i t i e i  r 2 l a t e d  t o  t t f o s ~  i n w e r a t e d .  

above which  do n o t  a l t e r . t h e  basic 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 .  



WESTERN COiilJECTICUT STATE COLLEGE 

, POSITION DESCRIPTION 

. Position Title: Assistant to the Director of Admissions 

Administrative Rank: Administrator 1 \ 

Department: Admissions/Student Affairs 

POSITION SUIhU3AflY 

Under the direction of the Director of Admissions, is responsible 
for.all phases 'of the Admissions Office's operations and of all 
admissions and recruiting programs and activities related to that - 
office. 

POSITION RESPONSIBILITIES 

- Analyze credentials of applicants for admission in terms of 
the College's standards, programs and curricula, and make admissions 
dedisions. 

- Interpret test data and prediction data'for prospective 
students. 

- Implement specific on and off campus recruitment programs. 
- Recommend changes in admissions procedures and 
of changes in higher education. 

- Evaluate transfer credit. 

\ 
. . 

b 
. 

. . 

policy in light 



f '  POSITION RESPONSIBILITIES (cant  ' d )  ,. 

C - .  . - .  . .  
/' 

- Communicate with data pr'ocessing personnel in forrnulati~~g 
procedures related to t h e  admissions function. 

- ~nteract-with ~egistrar's office in coordinating the advising 
* 

and scheduling af  new students. 
. . 
- Interact'with the Extension office in coordinating the advising 
and scheduling of ne\g students. 

- Interact with various segments of the academic community. 
- Interact and communicate with secondary school and college 
.administrators, faculty and guidance personnel. 

: Develop promotional materi.als in conjuilction with the admissions 
function. 

--  Derforms o ther  d\;t',e? a93 resoons:.bLlities rplzie",to tL:o.ce e~urcsrsted 
above which do ~ 3 %  a l t e r  t5e b a s i c  lsi??l of r e s7ons lS i l i t y  of t h e  ook i t ton ,  

' . . . Prepared by: D a t e :  J u l y  6 ,  1 9 7 9  


