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AU'EIORIZING RESOLUTION 

concerning 

Establishment of a New Federal Grant - Funded Posit ion 
at 

Central Connecticut State College 

Assistant to the Director, Cooperative Educat ionlcareer Specialist/ 
Administrator I I 

July 23, 1982 

RESOLVED, That a new Federal grant-funded position, Assistant to 

the Director, Cooperative EducationlCareer Specialist/ 

Administrator 11, be established at Central Connecticut 

State College effective July 23, 1982, in accordance with 

all provisions and expectations as set forth in the pro- 

posal dated June 30, 1982, which is attached as an 

addendum to this Resolution. 

A Certified True Copy: 
1 

Executive Director 
t /' 



Addendum t o  BR# 82-90 

CENTRAL CONNECTICUT STATE COLLEGE 

Unclassified Position Alteration Summary 

'Adm. I1 
TITLE : Assistant to the Director, Cooperative Education/Career Specialist/ 

FUND : Federal Grant 

POSITION TYPE: Permanent X Temporary 

Full-time X Part-time 

EFFECTIVE DATE July 23, 1982 Bargaining Unit Zidmin. Faculty 

COST: $ 17,000 - Fede ra l  Funds 

PROPOSAL : 

To establish position as described in attached job 
description. 

JUSTIFICATION : 

This position is one contemplated, needed and funded under 
year I1 of CCSC's Cooperative Education demonstration grant. 

Approved By 

0 



TITLE : A s s i s t a n t  tp  t h e  D i r e c t o r ,  Cooperat ive Educat ion,  Career  S p e c i a l i s t  
' 

RANK : Adminis t ra tor  II 

DEPARTMENT: Cooperat ive Education 

SUPERVISOR: Di rec to r  o f  Cooperat ive Education 

POSITION SUMMARY: Under t h e  d i r e c t  supe rv i s ion  of t h e  D i r e c t o r ,  Cooperat ive 
Education, t h e  A s s i s t a n t  t o  t h e  D i r e c t o r  w i l l  be  r e spons ib l e  f o r :  a s s i s t i n g  
i n  t h e  des ign  and implementation of  a m u l t i - l e v e l  c a r e e r  development program 
f o r  coopera t ive  educa t ion  s t u d e n t s  a t  a l l  l e v e l s ,  i n  a l l  f i e l d s ;  and f o r  
coo rd ina t ing  and implementating a program t o  r e c r u i t  s t u d e n t s  i n  a l l  f i e l d s  
i n t o  t h e  Co-op Program. 

POSITION RESPONSIBILITIES: 

Career  Development Program: To a s s i s t  i n  t h e  design and implementation o f  a 
mu l t i - l eve l  c a r e e r  development progzaio Eor co-op s t u d e n t s  i n  a l l  f i e l d s  a t  a l l  
l e v e l s  i nc lud ing :  t o  conduct c a r e e r  development seminars;  t o  p rov ide  i n d i v i d u a l  
and group c a r e e r  counsel ing;  t o  coo rd ina t e  c a r e e r  development a c t i v i t i e s  provided  
by t h e  O f f i c e  of Cooperat ive Education; t o  work wi th  t h e  Career  Planning and 
Placement Of f i ce  i n  t h i s  e f f o r t .  

Recruitment:  To a s s i s t  i n  t h e  plcinning and implementation o f  a c t i v i t i e s  t o  r e c r u i t  
s t u d e n t s  a t  a l l  l e v e l s  and i n  a l l  f i e l d s  i n t o  t h e  Co-op Program inc lud ing :  t o  
conduct "open houses" f o r  s t u d e n t s  and p a r e n t s ;  t o  meet w i th  guidance counse lors  
a t  h igh  schools  and two-year c o l l e g e s ;  t o  e v a l u a t e  and t o  main ta in  r eco rds  of  a l l  
a c t i v i t i e s  and c o n t a c t s ;  t o  coo rd ina t e  r ec ru i tmen t  a c t i v i t i e s  of  t h e  O f f i c e  of  
Cooperat ive Education; and t o  be l i a i s o n  from t h e  Co-op Program t o  t h e  Of f i ce  of  
Admissions. 

Pre- in take  and Pos t - in take  Advising: To conduct i n d i v i d u a l  and group o r i e n t a t i o n /  
adv i s ing  s e s s i o n s  wi th  incoming s t u d e n t s  and t h e i r  p a r e n t s  when appropr i a t e .  

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 ~ d  t o  t h o s e  enumerated above which 
do  n o t  al ter 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  p o s i t i o n .  

QU~IFICATIONS : Master ' s  degree  i n  c a r e e r  counse l ing ,  h i g h e r  educa t ion  pe r sonne l ,  o r  
r e l a t e d  a r e a  requi red .  Exce l l en t  o r a l  and w r i t i n g  s k i l l s  and a b i l i t y  t o  relate 
wi th  c o l l e g e  s t u d e n t s  requi red .  Two y e a r s  exper ience  i n  des igning  and conducting/ 
t each ing  c a r e e r  counsel ing programs i n  h i g h e r  educa t ion  p r e f e r r e d .  

SALARY: $15,000 t o  $17,000 


