
S T A T E  O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 

a FOR TIlE STATE COLLEGES 

P. 0. Box 2008 NEW BRITAIN, CONNECTICUT 06050 

TEL. NEW BRITAIN: 203-229-1602 TEL. HARTFORD: 203-566-2323 

AUTHORIZING RESOLUTION 

concerning 

Establishment of a New Position 
at 

Western Connecticut State College 

Assistant to the Director of Career Development Center for 
Public Affairs and Admissions/Administrator I1 

September 4, 1981 

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

e Development Center for Public Affairs and Admissions/Adminis- 

trator 11, subject to availability of federal funds, be estab- 

lished at Western Connecticut State College effective September 4 ,  

1981, in accordance with all provisions and expectations as set 

forth in the proposal dated August 19, 1981, which is attached as 

an addendum to this Resolution. 

A Certified True Copy: 
"7 

lames A. Frost 
xecutive Director 

/ 



Addendum to BR#81-138 

UNCLASSIFIED POSITION ALTERATION SUMMARY 
- - I _ _ -  ^ -___.c-ll.--l .--- 

@ Title: 
Assistant to the Director of Career Development Center for Public Affairs . . . ,!lw&?-ww I 1  

Fund : Federal 

Position Type: Permanent x Part-time 

Effective Date: - - m r  4: 11981 

Western CT State College 



C-P 
12/12/77 

h I 
f 
I 

0: Exe i 
8 

EYom : ~ e s  tern' Connecticut State College, 

Concerning: X New Position, Txisting Position (Vacant/Fil'-ed) 

1. Proposal: 
To establish the position of Assistant to the Director of Career Development Center 
for Public Affairs and Admissions to fulfill the provisions of the Federal Cooperative 
Education Program--Administration Project. 

2. Proposed Position: - 
Title/Rank Assistant to the Director of Career Development Center for Public 

Affairs and Admissions/Administrator 2 

12 mo. FT Temp. $12,000. min. Federal AFSCME 
. 10 or 12 mo. Salary &eve1 ~ u n d  (Gen . , Bargaining Unit 
full-Part-Time (grant proposal Ed. Ext., A m . )  
~ a p .  - Perm- requested $16,040 .). 

I 

3. Summary of &ctfm (attach w i r e d  job description) 

- 
.. " 

For Central Office Use -- . -. -.. 
.2 Approved : 

Consultation with Bargaining Unit a 1. For Subdssion t o  PEW 
CoaDplleted 2. By C o d t t e e / ~ o a r d  . 

Connnents: . 



POSITION TITLE: Assistant to the Director of the Career Development Center 
for Public Affairs and Admissions 

ADMINISTRATIVE RANK : I I 

DEPARTMENT : Cooperative Education/Career Development Center 

POSITION SUMMARY : Under the direction of the Director of Cooperative 
Education, the Public Affairs/Admissions Assistant shall 
have responsibility for coordinating those activities 
related to marketing the co-op program to students and 
employers. 

Specifically, these duties shall include: 

1) Development of all co-op related public affairs 
activity in cooperation with the Office of 
Communications at the College, 

2) Write and edit news releases and articles for 
professional and trade journals (Connecticut 
Business and Industry, Fairfield Magazine, Chamber 
of Commerce publications). 

a 3) Edit and produce a co-op newsletter for internal 
and external distribution as appropriate. 

4) Design and produce an organized set of program 
brochures and handbooks for students, employers 
and other target groups. 

5) Coordinate cooperative education admissions and 
recruitment activity, including high school and 
community college visitation in cooperation with 
the Office of Admissions at the College. 

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

QUALIFICATIONS: One to two years of experience in career planning, 
co-op education, public affairs, admissions or 
related work; ability to work with prospective 
employers and to assist students in understanding 
the job market. B.A. required. 


