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AUTHORIZING RESOLUTION 

concerning 

Refined Job Description and Title Change 
at 

Eastern Connecticut State College 

Assistant to the Vice President for Administrative Affairs, Administrator IV 

April 3, 1981 

RESOLVED, That the position Director of Administrative Affairs, 

Administrator IV, job description be refined and the 

title changed to Assistant to the Vice President for 

Administrative Affairs, Administrator IV at Eastern 

Connecticut State College effective November 14, 1980, 

in accordance with all provisions and expectations as 

set forth in the proposal dated March 18, 1981, which 

is attached as an addendum to this Resolution. 

A ertified True Copy: 
, "4 

' ~ " /;<[i4dk>f 
James A. Frost 

,kxecutive Director 



Addendum t o  BR#81,50 

UNCLASSIFIED POSITION ALTERATION SUMMARY 

T i t l e :  Assistant to the Vice President for Administrative Affairs/Administrator IV 

~ ~ ~ d :  General 

P o s i t i o n  Type: Permanent X Part - t ime 

E f f e c t i v e  Date: November 14, 1980 

cost:  from $29,901 to $31,479 (+$1,578) 

Campus: Eastern Connecticut State College 

Proposal : 

To alter the duties of the position to accurately reflect the functions 
being performed and to adjust the compensation appropriately. 

Summary: 

In order that the duties and responsibilities of this position be properly 
' 

reflected in the job description, the job description is being altered. 
A copy of both the old and new job description is attached. This change 
does not alter the rank of the position but compensation is increased, 

. since 'the new duties carry with them a greater responsibility. 



ATTACI IMENT # 1 

EASTERN CONNECTICUT STATE COLLEGE 

POSITION DESCRIPTION 

Pos i t ion  T i t l e  Direc tor  o f  Administrat ive A f f a i r s  

Administrat ive Rank I V  

Department Administrative Af fa i r s  
, 

POSITION SUMMARY 

The Di rec to r  r e p o r 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 is d i r e c t l y  responsib le  " f o r  t h e  p repara t ion  o f  t h e  budget,  nego t i a t ion  
and admin i s t r a t ion  o f  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  vehic les .  

I?e supcrv i ses  f i s c a l  opera t ions  undcr t h c  d i r c c t i o n  o f  tl ic Vicc President and ' 
a s s i s t s  t h e  Vice-President  i n  a l l  o t h k r  a reas  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 i v i s i o n  o f  Administrat ive A f f a i r s .  

'a POSITION RESPONSIBILITIES 

Budget 
1. Compile and submit'budget reques t  f o r  t h e  General Fund. 
2. Prepare and submit budget reques ts  f o r  t h e  Educational Extension and 

~ u x i l i a r ~  Funds. 
3. Prepare r eques t s  f o r  Allotment o f  Appropriat ions (B-1) f o r  General Fund, 

~ x t i n s i o n ,  '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 reques ted  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 n e g o 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  cen te r s  t o  recommend fee  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 ou t  b i d s ,  nego t i a t e ,  and award con t rac t s .  

. ' a .  2. Administer con t rac t s  f o r  compliance, approve a l l  renovat ions ,  
purchase o f  equipment, hours o f  opera t ion ,  approve p r i c e s ,  e t c .  

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

and r e q u e s t s  f o r  temporary and add i t iona l  vchi c l e s  . 

I.---- ---- 
- - - -p 
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. p(isIT10~ RESI'ONSIBILITIES (Continucd) ' 

Contrac ts  
IPS 

1. Monitor a l l  Personal Service  Contrac ts ,  n e g o t i a t e  f o r  approval by O.P.M. 
and Attorney General 's  Of f i ce ,  and oversee payments. 

Other - 
1. Coordinate supervis ion  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 s e r v i c e s  o f  purchasing, con t rac t ing ,  physica l  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  admin i s t r a 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 i v i s i o n  o f  Administrat ive Af fa 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 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 i l i t y  of t h e  pos i t ion .  
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EASTEM C-CTICVT STATE COTJXGE 

Position Title A s s i s t a n t  to the Vice-President for Pdministrative Affairs 

Administrative Affairs 

POSITION SUMMARY 

The incumbent reports directly to the vice-president for Administrative 
A££ airs. 

Under the direction of the Vice-President, he is responsible for budget 
preparation, negotiation and administration of food service and bookstore 
contracts, and a l l  othcx agreemnts with outside vendors. 

H e  supenrises Oata Center operations under the direction of the Vice- 
President and assists the Vice-President in al l  other areas of the Division 
of Administrative Affairs. 

In  the absence of the Vice-President, he has responsibility for the 
Division of Mmhistrative Affairs. 

POSITION RESPONSIBILITIES a Buaset 

1. w i l e  and submit bdget  requests for the General E'und, Educational 
Extension and Auxiliary Serviae Funds. 

2. Prepare requests for Rllotn-ent bf Appropriations (B-1) for General 
Fund, Educational Extension, and Auxiliary Service E'unds. 

3. Prepare internal r e p r t s  and other pertinent financial analyses for 
academic and administrative deparimmts. 

4. a n p i l e  data and prepare for submission budgets, f iscal  reports, and 
lniscellaneous infornation reqgested by B.O.T., O.P.M., and other 
state and federal control agencies. 

5.  Analyze campus cost centers, e.g. , Housing, Student e n t e r ,  etc. to 
determine financial perfarmance of such centers and prepare necessary 
fee increase recamm3ations. 

6. Assist administrative directors in the development of c ~ r e h e n s i w  
line i t e m  budgets on a fiscal  year basis. Expenditures planned in 
such budgets to ke tied to a real is t ic  assessmnt of available revenues. 

Oontract Administration 

1. In consultation with Vice-president and other appropriate administrators, 
write contract specifications, coordinate bidding process, and 
reccanrend contract awards. 



Position Description 
Asst. to V. P. for Administrative Affairs 

Contract Administration (cont . ) 
2. Mnitor contractor operations to ensure corfpliance w i t h  

contract provisions. 

3. Confer with appropriate administrative officers t o  ensure 
that proper service is provided by contractors. ! 

I 
4. Advise Vice-President of contractor's performance and 1 recomnend appropriate courses of action. 

Data Center 

1. Serve as liaison to Data Center users and ensure that user 
needs--both short-term and long-rangweappropriately 
d o c m t e d  and conmunicated t o  the Data Center and Vice- 
President. 

2. Ehsure that campus offices are aware of D a t a  Center services - 
and reports which my be applicable and helpful t o  such 
offices. 

3. Ehsure that Data Center needs in term of staffing, equipmnt, 
programing and software are thoroughly d c c m t e d  and 
cmmmicated to the Vice-President. 

Other - 
1. Assist the Vice-President in managemnt of all conpnents of 

the Administrative Affairs area. 

2, Asscrme responsibility for other administrative departJnoJlts 
as assigned by the Vice-President. 

3. Perform other duties and responsibilities which do not a l te r  
the basic level of responsibility of the position. 

C 

isor Signattire of Su&rv Date 


