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AUTHORIZING RESOLUTIOIi 

concerning 

Ref ine  Job Desc r i p t i on  
a t  

Eastern Connect icut S ta te  Col lege 

D i r e c t o r  o f  Admin i s t ra t i ve  A f f a i r s ,  Admin i s t ra to r  I V  

November 7, 1980 

RESOLVED, That t he  p o s i t i o n  D i r e c t o r  o f  Admin i s t ra t i ve  A f f a i r s ,  

Admin i s t ra to r  I V Y  j o b  d e s c r i p t i o n  be r e f i n e d  a t  Eastern 

Connect icut S ta te  Col lege e f f e c t i v e  November 14, 1980, 

i n  accordance w i t h  a l l  p rov i s i ons  and expectat ions as 

s e t  f o r t h  i n  t h e  proposal dated October 28, 1980, which 

i s  at tached as an addendum t o  t h i s  Resolut ion.  

A C e r t i f i e d  True Copy: 
1 

/Execut ive  D i r e c t o r  



Addendum t o  BR# 80-146 
UNCL-ASSIFI CD POSITION "* .-:l'. SUMMARY 

T i t l e :  bi r ec to r  of Administrative Affai rs/Admini s t r a t o r  IV 

Fund: General 

Posi t ion Type: Permanent Part-time 

Ef fec t ive  Date: November 14, 1980 
1 us $1,945 r e t roac t i ve  paymeht. 

Cost : l a ry  $29,901 

Proposal : To a1 t e r  the  du t i e s ,  rank and sa la ry  of the  Director of Administrative 
Affa i rs  W i t h  r e t roac t ive  payment of $1,945for addit ional  du t ies  
performed. p r i o r  t o  November 14, 1980. 

Sumary: 
See at tached.  



Addendum to BR# 80-146 

; 

a ALTERATION OF A CURRENT POSITION OR ESTA3LIStihENT OF NEW POS IT ION 
IN TWE UNCLASS l F lEC  SERVICE I 

TO: Executive Officer for Faculty and Staff Affairs 

FROM:: Eastern Connecticut State College, 
President 

Concerning: New Posit ion, X Existing Position (~acant/Filled] 

1 .  Proposal: To compensate the incumbent in this position effective 
Wovember 14, 1980, for increased duties and responsibilities, 
increasing the Director's salary from $27,183 to $29,901. 

2. Proposed Position: 

Title/Rank Director of Administrative Affairs, Administrator IV 
I 

12 mos . FT $29,901 General AF SCME 
I0 or 12 mo. Salary Level Fund  en., dargaining 

L-@ 
Temp. or 

Full-Part-Time Ed. Ext., Aux.) Unit Permanent 

3 .  Summary of Function (attach required job description) 

See Attachment #1 

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

See Attachment #2 
See Attachment #3 

5. Conditions of Employment if Changed or Different f rom Norm. (use additional 
" "t4 .bbets if necessary; ,. j \$ & 

. i - - - *  '-", A :, 0JJ 

For Central Office Use 

Approved : . . 
Consultation with dargaining Unit 1. For Submission to PERC 

Completed 

Comments : 

( ~ a  t e) (S ignature) 



ATTACI IMENT # 1 

EASTERN CONNECTICU'r STATE COLLEGE 

POSITION DESCRIPTION 

Posi t ion  T i t l e  Direc tor  of  Administrat ive A f f a i r s  

Administrative Rank I V  

Department Administrative -- Affa i r s  - 

POSITION SUMI\IARY 

The Direc tor  r epor t s  d i r e c t l y  t o  t h e  Vice-President f o r  Administrat ive Af fa i r s .  

He i s  d i r e c t l y  responsib le  f o r  t h e  prepara t ion  o f  t h e  budget,  nego t i a t ion  
and adminis t ra t ion  of food s e r v i c e  and bookstore con t rac t s ,  personal  s e r v i c e  
con t rac t s  and s t a t e  veh ic les .  

llc supervises f i s c a l  operntiorls under tllc direction of  tllc Vice l 'rcsidcnt and 
a s s i s t s  t h e  Vice-President i n  a l l  o t h e r  areas  o f  t h e  d i v i s i o n  o f  Administrat ive 
Af fa i r s .  

In t h e  absence o f  t h e  Vice-President,  he has complete r e s p o n s i b i l i t y  f o r  t h e  
@ d iv i s ion  o f  Administrat ive Af fa i r s .  

POSITION RESPONSIBILITIES 

Budget 
1.  Compile and submit budget request  f o r  t h e  General Fund. 
2 .  Prepare and submit budget reques ts  f o r  t h e  Educational Extension and 

Auxil iary Funds. 
3. Prepare r eques t s  f o r  Allotment o f  Appropriations (B-1) f o r  General Fund, 

Extension, and Auxil iary Funds. 
4 .  Submit an "Analysis of Appropriations Requirements" monthly (B-66) . 
5.  Prepare i n t e r n a l  budgets f o r  departments, f i s c a l  r e p o r t s ,  and analyses.  
6 .  Prepare budgets,  f i s c a l  r e p o r t s ,  and miscellaneous information requested by 

B.O.T., O.P.M., and o t h e r  s t a t e  and fede ra l  con t ro l  agencies.  
7. Annually nego t i a t e  an i n d i r e c t  cos t  r a t e  with D.H.E.W. 
8. Analyse cos t  centers  t o  recommend f e e  inc reases  necessary.  
9. Approximate budget--$11,500,000. 

Food Service and Bookstore 
1. Write s p e c i f i c a t i o n s ,  send out  b i d s ,  nego t i a t e ,  and award con t rac t s .  

'. 2 .  Administer con t rac t s  f o r  compliance, approve a l l  renovat ions ,  

I purchase of  equipment, hours o f  opesat ion,  approve p r i c e s ,  e t c .  

Motor Pool 
1 .  Supervise use  of  s t a t e  veh ic les ,  submission o f  month1 y r e p o r t s ,  r e p a i r s ,  

and reques ts  f o r  temporary and addi t ional  veh ic les .  



POSITION RESPONS IBlL ITIES (Continued) 2 .  

Contracts  
1. Monitor a l l  Personal Service Contracts ,  n e g o t i a t e  f o r  approval by O.P,.M. 

and Attorney General ' s Off ice ,  and oversee payments. 

Other 
1. Coordinate supervision o f  f i s c a l  opera t ions .  

2 .  Assist t h e  Vice-President  i n  management and supervis ion  of a l l  personnel 
providing se rv ices  of purchasing, cont rac t ing ,  physical  p l a n t ,  s e c u r i t y ,  
and d a t a  processing.  

3. Assume r e s p o n s i b i l i t y  f o r  o t h e r  adminis t ra t ive  departments as assigned by t h e  
Vice- Pres i d e n t  . 

4.  In t h e  absence o f  t h e  Vice-President,  assume complete r e s p o n s i b i l i t y  f o r  
d iv i s ion  o f  Administrat ive A f f a i r s .  

5. 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 no t  a l t e r  t h e  b a s i c  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  pos i t ion .  



The r e s p o n s i b i l i t y  f o r  t h e  admin i s t r a t i on  o f  c o n t r a c t s ,  
i . e . ,  food s e r v i c e  and bookstore;  t h e  a d m i n i s t r a t i o n  o f  
g r a n t s ;  motor pool  i s  reass igned  from t h e  Di rec to r  o f  
F i s c a l  A f f a i r s  t o  t h e  Di rec to r  o f  Adminis t ra t ive  A f f a i r s .  
I n  a d d i t i o n ,  h e  a s s i s t s  t h e  Vice-President  f o r  Adminis t ra t ive  
A f f a i r s  i n  t h e  supe rv i s ion  o f  a l l  a d m i n i s t r a t i v e  a f f a i r s  and 
d a t a  s e r v i c e s .  These r e s p o n s i b i l i t i e s  a r e  i n  a d d i t i o n  t o  
t hose  p rev ious ly  performed by t h e  Di rec to r  a s  i d e n t i f i e d  i n  
t h e  d e s c r i p t i o n  a t t ached .  These inc reased  d u t i e s  a r e  
a p p r o p r i a t e l y  r e f 1  ec ted  i n  t h e  s a l a r y  i n c r e a s e  of  a ? ~ r o x i m a t e l ~  
ten percent. 



DIRECTOR OF ADMINTSTMTIVE AFFAIRS ---- - -.- -- 
, . 

The D i r e c t o r  of Admin i s t r a t i ve  A f f a i r s  r e p o r t s  t o  t h e  Vice-Prcsidcnt l o r  
Admin i s t r a t i ve  A f f a i r s  o r ,  i f  t h a t  o f f i c e  is vacant ,  t o  t h e  P re s iden t  o r  
h i s  designee.  

Tile D i r e c t o r  is  r e s p o n s i b l e  f o r  t h e  p r e p a r a t i o n  of t h e  budget and a l l  r e l a t e d  
f i s c a l  and a d m i n i s t r a t i v e  r e p o r t s ,  on a  t imely  b a s i s .  In  a d d i t i o n ,  t h e  D i r e c t o r :  

(1). 'Recommends p o l i c i e s  and procedures  t o  keep pace w i t h  changing 
developments i n  t h e  f i e l d .  

(2) Assumes a  major r o l e  i n  t h e  s e l e c t i o n ,  development, s u p e r v i s i o n ,  and 
eva lua t ion  of personnel  under h i s / h e r  supe rv i s ion .  . 

(3) Monitors t h e  i n t e r n a l  expendi tures  of a l l  funds t o  i n s u r e  implementation 
of  t h e  budget. 

(4) S e r v e s  a s  a d m i n i s t a t i v e  con tac t  f o r  f i s c a l  in format ion  t o  i n t e r n a l  
departments  r e l a t i v e  t o  p l a n n i n g  i n  f i s c a l  a f f  a i r s .  

( 5 )  Serves a s  e x t e r n a l  l i a i s o n  t o  o t h e r  S t a t e  agenc ie s  i n  f i s c a l  and o t h e r  
adminis t  rat i v e  ma t t e r s .  

( 6 )  Provides  f i n a n c i a l  eva lua t ions  of  Aux i l i a ry  S e r v i c e s  and Extension 
funds . 

(7) Assists w i t h  t h e  p r e p a r a t i d n  of budget and f i s c a l  implementation of 
g r a n t  programs. 

(8) Perf  o m s  a n a l y t i c a l  s t u d i e s  and f i n a n c i a l  planning.  

- -  - - ( 9 )  Attends workshops and meet ings on  and o f f  campus a s  needed. 

(10) 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  t h o s e  enumerated 
above which do n o t  a l t e r  t h e  b a s i c  l e v e l  of r e s p o n s i b l l i t y  of t h e  
p o s i t  ion .  

;? 

- ,  

- - a i p a ~ u r e  . - D A ~  e S i g n a t u r e  Date 
f o r  t h e  Col lege  f o r  AFSCME 

n 

* ~ ~ @ 2 7 L l  
Signa tu re  

o f  Incumbent / 


