
S h1,'a7'8 O F  C O N N E C T I C U T  
BOARD OF TRlJSTEES 

FOR THE STATE COrflEGES 

B i .;c,~: 1008 NEW BRITAIN, ~ ? o ? d ~ ~ i l l ' l i i ~ h ~ ~  (46050 

TI-'!.. 4- i-% ~RITAXK: 203-229-1611? TEL. I-IAKTF\?ITi). 203-506.2373 

AUTHORIZING RESOLUTION 

concerning 

ESTABLISHMENT OF A PART-TIME POSITION 

ASSISTANT REGISTRAR/ADMINISTRATQR I 
at 

SOUTHERN CONNECTICUT STATE COLLEGE 

September 5, 1980 

RESOLVED, That the part-time position, Assistant ~egistrar/ 
Administrator I, be established at Southern Connecticut 
State College effective September 1, 1980 in accordance 
with all provisions and expectations as set forth in the 
proposal dated September 5, 1980, which is attached as 
an addendum to this Resolution. 

A Certified True Copy: 

/~xecutive Director 



Addendum BR#80-120 
gnc~nss r r I r n POS J 1.1011 :. - . SUI.:MARY 

Title: 'Assistant Registrar/Administrator I 

Fund: General 

I~oritionType: Pc io~unc~ i t  - Part-time X 20 hours per week - 

Campus: Southern Connecticut State Coll ege 

Proposal: To establish a new Assistant Registrar position in the General Fund. 
Position to be part time. - 

S u m a r y  : 
S-ee attached . 
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Date: September 5, 1980 
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Job Description 

Position: Assis tant  Regi s t r a r  (20-hour ) --- 
Job Function: - To a s s i s t  the Registrar and Associate Registrar primarily by 

assuming respons ib i l i ty  fo r  the  day t o  day operation of the r eg i s t r a t i on  
system; secondarily t o  serve e s  a back-up f o r  the other a s s i s t a n t  
r e g i s t r a r s  i n  the  audi t ing of degree requirem?nts, supervision of post- 
ing of grades, t r ansc r ip t  production, and other o p r a t i o n s  of the 
Records Office. 

Responsibil i t ies:  The Assis tant  Registrar i s  expected t o  have da i ly  contact 
with students,  facul ty ,  o ther  administrative o f f i ce r s ,  c i e r i c a l  personnel, 
and the general  public i n  matters r e l a t i he  t o  the r e spons ib i l i t i e s  of 
the Records Office. He or she i s  expected t o  r e f l e c t  accurately  the 
policy of S. C. S. C. i n  reference t o  whatever problems a re  presented and 
t o  make decisions accordingly. There w i l l  be many occasions (eveni-ngs) 
when this Assis tant  Regis t rar  w i l l  be the  only administrator present 
i n  the Records Office, 

Therefore, t h i s  Ass i s tan t  Regis t rar  i s  expected t o  be thoroughly 
f ~ m i l i a r  with the day-to-day operation of the  Records Office including, 
f o r  example, enrollment of students,  r e g i s t r a t i o n  f o r  courses, charging 
f o r  fees and tu i t i on ,  audi t ing of degree requirements, issuance of 
t ranscr ip t s ,  and appl icat ions  f o r  degrees and ce r t i f i ca t ion .  

Specif ical ly ,  t h i s  Assis tant  Registrar w i l l  be responsible for  the  
supervision of the  r e g i s t r a t i o n  s t a f f  afternoons, snd those evenings 
when the Records Office i s  open f o r  r eg i s t r a t i on .  He or  she h i l l  be 
responsible f o r  double checking a l l  r eg i s t r a t i on ,  drop/add, change of 
s ta tus ,  and other forms received during the r e g i s t r a t i o n  process, 
sor t ing  them properly, and batching each day's forms accordingly. 

This Assis tant  Registrar w i l l  aud i t  a l l  schedules received from the  
data center,  and supervise the  mailing of the schedules t o  the students,  
follow up on the e r ro r s  discovered, and communicate with t he  data center 
regarding necessary corrections.  He or she w i l l  supervise the  window 
s t a f f ,  the t a l l y ,  and the b u l l e t i n  board of course offerings.  

The Assistant Regis t rar  must be sens i t ive  t o  the  r o l e  of t h i s  o f f ice  
i n  r e l a t i o n  t o  students,  facu l ty ,  and administration.  Effect ive 
administration of the  r e g i s t r a t i o n  process, and i t s  absence, a r e  
read i ly  apparent t o  t he  e n t i r e  S.C.S.C. comrg.unity, and poor administra- 
t i o n  can e a s i l y  r e s u l t  i n  unnecessary expense, or  interference with 
the educational process f o r  subs tan t ia l  nmbers  of stu-dents and facu l ty  
members. Since considerable independence w i l l  be given t o  t h i s  Assistant 
Registrar i n  carrying out t7hese assignments, e r r o r s  of commission or 
omission a re  l i k e l y  t o  be very serious.  

Qualifications:  - A baccalaurea.te degree from an accredi ted college or  
university.  Evident a b i l i t y  t o  work with the academic public: students,  
facul ty ,  and s t a f f  i s  necessary. Previous records o f f i ce  experience 
preferred,  but not required.  





TO: G r .  i:o.n.lan 
j.2(f!/l: John D. Erereton 
hE : jidtlitional Assi si.ant R r - . ~ i  s l . rbr (llal f - t j  run ) 
1:t!,'i7E : July 2, 1980 

I n  zccordance wi th  D r .  Jenninzs' decj s ion t o  sutlrorize an ' addi t j  onal 
a s s i s t a n t  r e s i s t r a r  t o  work i n  t l ~ e  Records Office on a  ha l f - t i~ne  bzsis ,  
the pos i t ion  should be sdvcr t i sed  with the. fo11 owing d e t a i l s :  

General 
Charac tc r i s t ics :  1. Adlnj ni s t r a t o r  I 

2. Half-tiwe posi t ion,  afternoons and some evenings 
3 .  Szlary: 
I + .  Appointn.ent date:  On or about October 1, 1980 

Qual i f ica t ions :  1. Eaccalaureate degree required 
2. Abil i ty  t o  work with acadernic public:  students,  

facu l ty ,  and s t a f f  
3. Frevious records ol"fice e x p r i e n c e  preferred but not 

required 

Duties : 1. S l ~ r v i s i o n  of r e g i s t r a t i o n  and c l e r i c a l  s t a f f ,  
afternoons and those evenings t h a t  the  r e g i s t r a t i o n  
windows a re  open 

2. Additional shared r e s p o n s i b i l i t i e s  a s  assigned by 
the  Regis t rar  


