
STATE O F  C O N N E C T I C U T  
BOARD OF TRUSTEES 

FOR TI-IE STATE COLLEGES 

P. 0. Box 2008 NEW BRITAIN, CONNECTICUT 06030 

T E L  NEW BRITAIN: 2038!&&00 

concerning 

Conversion of Present Position 
at 

Western Connecticut State College 
to 

Associate Registrar/A&inistrator IV 

RESOLVED, That the title and rank for the position, Assistant 

Registrar/Administrator 11, be converted to Associate 

Registrar/Administrator IV, effective January 8, 1982, 

in accordance with all provisions and expectations as 

set forth in the proposal dated April 21, 1982, which 

is attached as an addendum to this Resolution. 
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' Addendum ' to BR# 82-40 

U N C L A S S I F  I C D  P O S I T I O N  ALTCRATIOFJ SU141flR'f 

Associate Registrar/Administrator IV Ti t l e :  

Fund: General 

Position Type: Permanent X Part-time 

Effective Date: January 8, 1982 

Cost: $2,255.00 

Campus : Western CT State College f 

Prop0sa1 : To change the title and rank of the position of Assistant Registrar 
to Associate Registrar in accordance with the increased responsibilities 
of this position, and to reflect these increased duties with a ten percent 
increase in salary effective January 8, 1982. . 

Sumary : 

The increased responsibilities assigned to this position are necessary 
because of the opening of the Westside Campus. The ~ssocrate Registrar 
'will have complete responsibility for the coordination of all registration 
activities between the Midtown Campus and the Westside Campus. -. 
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~LTERATION OF A CUR~ENT POSITION OR ESTABLISI!I.ICNT OF NEW POSITION 

I 
I 

.IN TIlE UKCLASSXFICD SERVICE 

0 :  Execut ive  O f f i c e r  for Faculty and S ta f f  Affairs . 

brom: Western ' Connecticut S t a t e  College,  

. . 
. It. 

Concerning: New Pos i t i on ,  XX E x i s t i n g  P o s i t i o n  (vacant f~iiled) ! 

L. proposal :  TO change the title and rank of the position of Assistant Registrar to 
Associate Registrar in accordance with the increased responsibilities 
of this position, and to reflect these increased duties with a ten 
percent increase in salary effective January 8, 1982. 

2, proposed Pos i t i on :  CI 

Titlc,Rank Associate RegistrarlAdmin. IV 

. . - 
, . 

12 mo. FT - -  $24,759.00 General ' A F ~ ~ F  i * 
Salary Level  Fund (Gen. , Bargaining Unit  . 30 or 12 no. . . 

mil-Part-Time ($22,508. current) Ed. Ext., Am.) * 
? 

Temp. - Perm. . . 
of ~ h c t i o n  ( a t t ach  r equ i r ed  job desc r ip t ion )  . 

See Attached . .  . . 

. . 

. . 

4. Rat iona le  For A l t e r i n g  or Es t ab l i sh ing  P o s i t i o n  

~ h $  increased responsibilities assigned to this position are necessary because of 
-.- - the opening of the Westside Campus. The Associate Registrar will have complete' . - 

responsibility for the coordination of all registration activities betlieen the 
Midtown Campus and the \Vestsi.de Campus. 

. . 
- . . .  . . 
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5. ~ o n d i t i o n s  of Emplo3ment i f  Changed o r  ~ i f f e r e n t  from Norm. 
' 
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Conoultation w i t h  Cargaining u n i t  . 3. E'er ~ u b d s s i o n  to PEPC - --.  . 7 - . - . *  9 h \ r  himf t r cq/Rna rr\ u ,  



WESTERN' C ~ I ~ ~ T I C U T  STATE COLLEGE . 

T ~ A T ~  X)SITIOX D ~ C N P T I O H  

Posi t ion Ti t le :  Assistmt Rezistrar  

Administrative Rank: - Administrator TI 1 
. . .  

. Departiient: ~ e ~ i s t r a r f  s Office 

Under the  direction of t he  Registrar, supervise the  c l e r i c a l  staff, 
coordinate comunication with the Conputer Center, advise students, faculty, 
and administrators on general acad2ni.c and policy infomation, a d  control 
the processing of final and mid-senester grades, 

1. Spsrvise c l e r i c a l  s t a f f  and student help i n  t h e i r  dealings ni th  . 
students t h e  ent i re  process of record keeping (buildin-, upckting, and 
changing). ThLs includes task  assignxeat, and uorkicg . w i t h  t h e  s ta f f  i n  
solving the can? problens which s t u b n t s  and facul* bring t o  the  office daily. . . . I 

2. Advise both students and fzsu l tp  with general acadesc  infomation, 
including t h s  re la t ing of College policy i n  matters such as grading and 

P rograT req~rerr ,ents .  
z 

3. Act as l i a i son  between the R e g i s t ~ a r ' s  Office and tha Coxputer Center 
i n  those n a t t ~ r s  xiiich a f f ec t  the everyday operation of the  forzer. 

& Counsel students concerning registration-relzted problens, 

5. Distribute and co l lec t  o f f i c i a l  c lass  lists, and control the 
processing of final and mid-sene-ster grades. 

6. Participate i n  the  developx~nt and execution of the  various 
regis t ra t ions  throughout the year. 

- 
7. Audit students' records f o r  fu l f i lb .en t  of program requircnents . . 

( 
@ f o r  students who have applied f o r  graduauat:on. 
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POSITION ~ P 3 1 I S I ~ I L I : T I E S  ' ( cont 1 d) 

. . 
8, .Supervise the  dis t r ibut ion of accurate o f f i c i a l  t ranscr ipts  

at  studsnt request. . . .  

9 .  Develop and maintain close uorEcing re1ationsM.p~ with each of t h e  
follotring: Computer Center, students, faculty, acadenric deans, a l l  
administrative offices,  s tu&nts l .  parents, federal  and state investigatory 
and l a w  enforcement q e n t s ,  prospective students, etc. 

10. P e r f ~ r n s  otkr d ~ t i g s  and ree;?cxxlbilities rslated t o  those encuisrzt~d ' 

above -..:hich do not alter t h e  b ~ s i c  level  of  rasponsibllity of t h e  sosition- 
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WESTERN CONNECTICUT STATE COLLEGE. 

TENTATIVE POSITION DESCRIPTION 

. P o s i t i o n  T i t l e :  A s s o c i a t e  R e g i s t r a r  

A d m i n i s t r a t i v e  'Rank: A d m i n i s t r a t o r  XV 

DEPARTMENT : R e g i s t r a r ' s  O f f i c e  

POSITION SUZ-IMARY 

' U n d e r  t h e  d i r e c t i o n  o f  t h e  R e g i s t r a r ,  s u p e r v i s e  t h e  c l e r i c a l  s t a f f ,  
c o o r d i n a t e  c o m m u n i c a t i o n  w i t h  t h e  C o m p u t e r  C e n t e r ,  a d v i s e  s t u d e n t s ,  f a c u l t y ,  
a n d  a d m i n i s t r a t o r s  o n  g e n e r a l  a c a d e m i c  a n d  p o l i c y  i n f o r m a t i o n ,  a n d  c o n t r o l  
t h e  p r o c e s s i n g  of f i n a l  a n d  m i d - s e m e s t e r  g r a d e s ,  

POSITION RESPONSIBILITIES 

1. S u p e r v i s e  c l e r i c a l  s t a f f '  a n d  s t u d e n t  h e l p  i n  t h e i r . d e a l i n g s  w i t h  
s . t u d e n t s  a n d  t h e  e n t i r e  p r o c e s s  o f  r e c o r d  k e e p i n g  ( b u i l d i n g ,  u p d a t i n g ,  a n d  
c h a n g i n g ) .  T h i s  i n c l u d e s  t a s k  a s s i g n m e n t ,  a n d  w o r k i n g  w i t h  t h e  s t a f f  i n  
s o l v i n g  t h e  many p r o b l e m s  w h i c h  s t u d e n t s  a n d  f a c u l t y  b r i n g  t o  t h e  o f f i c e  : t  
d a i l y .  

2 .  A d v i s e  b 6 t h  s t u d e n t s  a n d  f a c u l t y  w i t h  g e n e r a l  a c a d e m i c  i n f o r m a t i o n ,  
i n c l u d i n g  t h e  r e l a t i n g  o f  C o l 1 , e g e  p o l i c y ' i n  m a t t e r s  s u c h  a s  g r a d i n g  a n d  . . 
p r o g r a m  r e q u i r e m e n t s .  

.3. A c t  a s  l i a i s o n  b e t w e e n  t h e  R e g i s t r a r ' s  O f f i c e  a n d  Compute r  ~ e n ' t e r  
i n  t h o s e  m a t t e r s  w h i c h  a f f e c t  t h e  e v e r y d a y  o p e r a t i o n  o f  t h e  f o r m e r ,  

I 
4 .  C o u n s e l  s t u d e n t s  c o n c e r n i n g  r e g i s t r a t i o n - r e l a t e d  p r o b l e m s .  , 

5 .  D i s t r i b u t e  a n d  c o l l e c t  o f f i c i a l  c l a s s  l i s t s ,  a n d  c o n t r o l  t h e  ~ 
p r o c e s s i n g  o f  f i n a l  a n d  m i d - s e m e s t e r  g r a d e s .  

6 .  P a r t i c i p a t e  i n  t h e  d e v e l o p m e n t  a n d  e x e c u t i o n  o f  t h e  v a r i o u s  
x e g i s t r a t i o n s  t h r o u g h o u t  t h e  y e a r .  

7 .  A u d i t  s t u d e n t s '  r e c o r d s  f o r  f u l f i l l m e n t  o f  p r o g r a m  r e q u i r e n e n t s  
-- - 

f o r  s t u d e n t s  who h a v e  a p p l i e d  f o r  g r a d u a t i o n .  

8. S u p e r v i s e  t h e  d i s t r i b u t i o n  o f  a c c u r a t e  o f f i c i a l  t r a n s c r i p t s  
a t  s t u d e n t  r e q u e s t .  

9 .  D e v e l o p  a n d  m a i n t a i n  c l o s e  w o r k i n g  r e l a t i o n s h i p s  w i t h  e a c h  o f  t h e  
f q l l o w i n g :  C o m p u t e r  C e n t e r ,  s t u d e n t s ,  f a c u l t y ,  a c a d e m i c  d e a n s .  a l l  
a d m i n i s t r a t i v e  o f f i c e s ,  s t u d e n t s '  p a r e n t s ,  f e d e r a l  a n d  s t a t e  i n v e s t i g a t o r y  
'and l a w  c n f o r c e r n e n t  a g e n t s ,  p r o s p e c t i v e  s t u d e n t s ,  c t c .  

2 
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POSITION R E S P O N S I B I L I T ~ E S ~ ( C O ~ ~ ' ~ )  

10. Administer Registrar office activities at the s.srsidc ~ a k t ~ u s .  . . 

11. Coordinate scheduling of rooms, instructors and students at the 
Nestside Campus. 

12. Develop and maintain communications betwsen the ;.lidtown and 
Westside Campuses. 

13. Performs other duties and responsibilities xelated'to tho'se 
enumerated above which do not alter the basic level of responsibility 
of the position. . . 

. - 


