
S T A T E  O F  C O N N E C T I C U T  

TEL. NEW BRITAIN: 203-229-1607 TEL. HARTFORD: 203-566-7373 

RESOLUTION 

concerning 

Adjustment in Duties 
for 

Assistant to the Dean of Student Affairs 6 
Director of Placement and Career Development Center/ 

Administrator I11 

Central Connecticut State College 

March 7, 1980 

RESOLVED, That the duties for the position, Assistant to 
the Dean of Student Affairs 6 Director of Placement 
and Career Development CenterIAdministrator 111, 
at Central Connecticut State College be adjusted 
effective March 7, 1980, in accordance with all 
provisions and expectations as set forth in the 
proposal dated February 7, 1980, which is attached 
as an addendum to this Resolution. 

A Certified True Copy: 
'Z 

Executive Director 



I'o'-'.l-SCP Addendum t o  Board Resolution # 80-30 
1 

L .  t .  
AI:rEi?ATION OF A CURREI?I POSITION OR E S T A R k ' I S l 3 1  OF hTN I'OSITION 

IN THE UTiCJASSIFIXD SEXVICE 

F 
I @ TO: Executive Officer for Faculty and S t a f f  A f f n l r s  

FROid: Pant- ra 1 Connecticut S t a t e  Collene. 
- - -  - 

Concerning: . New Posi t ion,  x Exist ing Posit ior - 
1. Proposal: 

To add to the duties of the Director of Placement and Career 
Development Center responsibility for supervising the Counselors, 
Director of Veterans' Affairs, and Director of the Educational 
Opportunity Program. 

2. Proposed Position: 

~ ~ Q - ~ . ~ e ~ o ~ ~ & a k _ R f f a i r s  & Director of 
Placement & Career Development Center, Administrator 111 

12- $24,278 General ------ AFS CME 
10 o r  12 mo. Sa la ry  Level Fund Tien., Bargaining Unit 
Full-Part-Time Ed. Ext., Aux.) 

3. S m a r y  of Function (a t tach  required job descr ip t ion)  

C --L 
. 

See attached old and new job descriptions. - - -: \:,;I 
I . I  

4. Rational f o r  Alter ing or  Esta'olishing Pos i t  ion 

This change will concentrate the various types of student counsel- 
ling under one administrative head and provide for more effective 
supervision of personnel. It fills a yap left when the position of 
Director of the Counselling Center was abolished. 

5. Conditions of Empl.rryment i f  Changed o r  Di f fe ren t  from Norm. 
The change represents at least a 2 0 %  increase in workload and 
supervisory responsibility for the incudent, annual salary should 
be increased 2 0 %  from $20,232 to 24,278 effective with Board action. 

---- --- 
For Central  Office U s e :  

Consultation with Approved : 
1. For Submission t o  PERC ------ - _ _ _ _  - 
2. By ~ o a a i t t c e / ~ o a r d  

Comcnt s : 
-------- -- 



Central  Connecticut S t a t e  College 

POSITION DESCHIYTION 

Assistant to the Dean of Student Affairs and 
Position Title: n i r e c t u f  Placement & Career Development Center 

Administrative Rank: Administrator I11 

Department : Student Affairs - 
~upervisor(s) ~ o s i t i o n / ~ i t l e  Dean of Student ~f f airs 

P O S I T I O N  SW.II.4ARY: 

Directs the operations of the Placement and Career Development 
Center, 

Directs Office of Students Services, which includes programs for 
counseling, international students, handicapped students, veterans, 
and the Educational Opportunity program. 

P O S I T I O N  R E S P O I ? S I B I L I T L E S  : 

Directs placement operations for graduating seniors and graduates. 

Coordinates and directs career counseling activities. 

Collects and provides statistical information on placement of 
' - graduates. 

Supervises College Counselors, Director of Veterans' Affairs, 
Director of Educational Opportunity Program. 

Performs other duties and responsibilities related to those 
enumerated above which do not alter the basic level of responsibility 
of the position. 





Central Connecticut S ta te  College 

POSITION DESCHIYTION 

Position T i t l e :  Director of Placement & career  Development Center 

Administrative RBnk: Adninistrator I11 

Department : Student Affairs 
2 

~ u ~ e r v i s o r ( s )  ~ o s i t i o n / ~ i t l e  Dean of Student Affairs  

Direct t h e  operatioi~s of t h e  Placement and Career Development Center including 
coordination of on-campus recruitment; contacts with employers; coordination 
and assis tance regarding career  counseling a c t i v i t i e s  of academic departments, 
campus organizations, ad hoc groups and individual students and graduates; 
maintenance of credentials  of students and graduates; maintenance of career 
resource infomation. 

POSITION m P m s m a n I E s  : 

Direct placeinent operations fo r  graduating senior3 and graduates by: 

Scheduling on-capus interviews f o r  employers t o  meet with s t l~dents .  
Increasing contacts with employers through d i r e c t  personal contact 
and professional organizations. 
Providing f u l l  and part-tiine job l i s t i n g s  t o  students and gradmtes. 
blaintaining a credentials  service fo r  students and graduates who wish 
l e t t e r s  of reference t o  be available t o  eaployers and graduate schools. 
Providing assis tance t o  individuals and graups on resumes, i n t e r v i e d n g  
techniques and job search strategies .  

Coordinate and d i rec t  career counselbg ac t iv i tks  i n  t h e  form of :  
a. Individual and group counseling f o r  students and graduates on career  

opportunities and nethods of preparation. 
b. Sponsorship of seainars and speakers prograns on careers i n  various f ie lds .  
c .  Part icipat ion i n  meetings and speaking t o  c lasses  and organizations on 

earaer opportunities in specif ic  i n t e r e s t  areas.  
d. Teaching a career developent  c l a s s  
e .  Maintenance and expansion of resource l i b r a r y  on careers. a. D 



- 4 . a- Pcirtj  c i j m t e  i n  c~uspu:;-vide i i c t i ~ i t . i e s  and connittccs which m y  be rclntrd 
to Plnc~mcnt  and Career Devclop~ent, 

Collect  and  provide s t a t i s t i c a l  information on p1ncc:nent of' g r a d u a t e s .  

Perfonns o ther  d u t i e s  and recpansibilities rclatcd t o  those enumerated above 
i ihich do not a l t e r  the basic l e v e l  of responsibility of the position. 

Prepared by : - - ------ - - 

Revitwed by: 

Approved by: / /-z /-7P4. 
w- . . 

I have read the job description prepared jo5ntly by myself and the "~ollege" 
~ok.h l s lys i s  1-eflects my Tunctions and respon- 
si.bilities as of 


