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AUTHORIZING RESOLUTION 

concerning 

Alteration in Duties 
for 

Assistant Director of MedialTechnical Services/ 
Administrator I11 

at 
Central Connecticut State College 

July 23, 1982 

RESOLVED, That the duties for the position, Assistant Director 

of MedialTechnical Services/Adminis trator I I I, at 

Central Connecticut State College be altered effective 

July 23, 1982, in accordance with all provisions and 

expectations as set forth in the proposal dated 

June 30, 1982, which is attached as an addendum to 

this Resolution. 

,,.&'f+rt if ied True Copy : 

Executive Director 



CENTRAL CONNECTICUT STATE-COLLEGE 

Addendwn t o  BR#82-87 

Unclassified Position Alteration Summary 

TITLE : Assistant Director of Media/Technical Services/Adm. I11 

FUND : Extension Fund 

POSITION TYPE: Permanent X Temporary 

Full-time X Part-time 

EFFECTIVE DATE July 23, 1982 Bargaining Unit Admin. Faculty 

COST: $ None 

PROPOSAL : 

To alter job duties of this currently vacant position as 
described by the "old" and "new" job descriptions attached 
hereto. 

Promotion of 
of specific j 

recent incumbent permits and requires some realignment 
ob duties before refilling post. 



Central Connecticut S"S;nt;c? College 

POSITION 1)ESCRX YL'XON 

Posit ion Ti t l e  : AssisLant --- Director of ~cdin,!'I'echnf -- --.. eal  Rervlcea --- 

Administrative Rank: - Adniinistrator TIT 

Department : Center f o r  Director of Mer3i.a Services 
P 

POSITION SUhWU'iRY : 

The Assistant Director of ~ e d i a / ~ e c h n i c ~ J .  Services a s s i s t s  the  Director of Media 
Services i n  the  ovc ra l l  operation of the  Center f o r  Ins t ruc t iona l  Media. S ~ l p e f i s e s  
media personnel. Perfoxms academic and administrative eesponsibi l i t ieu a s  assigned , 

by the  d i rec tor .  

POSITION RESPONSTBILITIRS: 

Serves a s  an ndmi.nist,rative a s s i s t an t  t o  t he  Director of Media i n  assigned areas. 

Coordinates the  administration of student help a l locat ions .  

Supervises the ren ta l ,  d i s t r ibu t ion ,  a d  invoicing of ~iY.m/~ideo r e n t a l  material.. 

Supervises the cataloging, storage, preview, and c i rcu la t ion  of media  oftw ware. 

Coor&ina-t;es the reporting of management information data i n  the  Media Center. 

Ass i s t s  i n  t he  design and production of Media and i n ~ t r u c t i a n a l  LeZ~vis ion programs, 

Assists i n  curriculum plannj.n~;r, and course developaent. 

Serves a s  an ins t ruc tor  fo r  Media courses. 

Conducts w ~ r k  shops i n  Media pmduction, se lect ion,  and u t i l i za t ion .  

Engages i n  educational research. 

Consults with facul ty  on matters pertaining t o  audio-visual and te lev is ion  education. 

Assists i n  t h e  se lec t ion  and purchase of eyuip-nent and supplies. 

Perfornis other  du t ies  and respons ib i l i t i es  re la ted  t o  those enw.eralcd above which 
do not a l t e r  the  basic  level of resnonsibi l i ty  of t he  posit ion.  

(SIJALIF3 CAT1 ONS : 

Mnoter ' s Degree i n  Educntional Media and c e r t i f i c a t i o n  a8 a Media Specialist; rlequired. 
Experience I n  ndrriinistration appropriate t o  t h i s  posi t ion preferred. 



Central  Connect ieut  S ta te  College 

POSITION DESCRI37JIION 

Posi t ion T i t l e :  Assis tant  

Administrative Rank: ~ d m i n i s t r a t o r m p  - 
Department : Center fo r  Instruct ional  Media 

~ u p e r v i s o r ( 8 )  ~ o s i t i o n / ~ i t l e  Director of Center f o r  Ins t ruc t ional  Media 

POSrl!IOR SUMMARY: 

Assis t s  t h e  Media Director i n  the  overal l  operation of t h e  Center f o r  
Ins t ruc t ional  Media. Supervises media personnel. Performs academic and 
administrative respons ib i l i t ies  a s  assigned by the  d i r ec to r . ,  

Organizes and implements t h e  production of i n s t m c t i o n a l  matqrials  f o r  
facul ty  and t elev i s  ion product ions. 

Equips and maiittaiins production f a c i l i t i e s  f o r  ins t ruc t ional  mater ials  f o r  
facul ty  and student use and Media courses. 

Organizes and d i r ec t s  te lev is ion  production. . . 

Supervises t h e  operation and maintenance of te lev is ion  production f a c i l i t i e s .  

Serves as ins t ruc tor  f o r  media courses and workshops i n  production se lec t ion  
and u t i l i z a t i o n  f o r  faculty.  

Provides f o r  adequate supplies f o r  production of mater ials ,  t e l ev i s ion  
production and media courses. 

Prepares budgets. 

Col lec ts ,  organizes, and reports data r e l a t ive  t o  mater ials  production and 
t e l ev i s ion  production. 8 

Organizes, equips, and supervises photographic f a c i l i t i e s ,  including darkrooms. 

Assists i n  curriculum planning, course development and supervision. 



PO[SITIOH 1RESM)NSDILITIB : ( ~ o n t  ' d, ) 
6 8 

Designs and produces media programs. 

Enga.ges i n  educational research, 

Designs, . . .develops, and produces se l f - ins t ruc t ional  programs. 

Performs .other dut ies  and respons ib i l i t ies  r e l a t ed  t o  those enumerated above 
which do not a l t e r  t he  bas ic  level  of respons ib i l i ty  of the posi t ion.  

Bachelor's degree is required; Master's degree is preferred. Trm to three years 
of achninistrative experience, college teachring, o r  a canbination of both including 
administrative and technical background in one or  more aspects of media. 

These qualifications may ke waived for  individuals with appropriate alternate 
expxienee . 

REVIEW AND AFPROV&: 

Prepared by: 

I bave read t h e  job description prepared j o i n t l y  by wself and the "Colleget' 
Job Analysis C d t t e e  and hgree t h a t  it accurately r e f l e c t s  xy Arnctions and respon- 
c i b i l i t i e s  as of 

* .- 
-2, / (p /y  \ t 4: , 

Date ' 

. .. . 
\- .- 1 a, 1 :  :: 
. . I. . ---- 

I (s ignature ) 
/ 


