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

a FOR THE STATE COLLEGES 

P. 0. Box 2008 RRITAIN. CONNECTICUT 06050 

TEL. NEW BRITAIN: 20 

AUTHORIZING RESOLUTION 

concerning 

Establishment of a New Federal Grant -Funded Position 
at 

Central Connecticut State College 

Assistant to the Director, Cooperative   ducat ion/Business/ 
Administrator I1 

July 23, 1982 

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

the Director, Cooperative Educat ion/Business/Admin- 

istrator 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 ,,Qert if ied True Copy : 

xecutive Director 



Addendum t o  BRH 82-91 

CENTRAL CONNECTICUT STATE COLLEGE 

Unclassified Position Alteration Summary 

TITLE: ~ssistant to the Director, Cooperative Education/Business, Admin. I1 

FUND : Federal Grant 

POSITION TYPE: Permanent x Temporary 

Full-time X Part-time 

EFFECTIVE DATE July 23, 1982 Bargaining Unit Admin. Faculty 

COST: $ 15,000 - Federal Funds 

PROPOSAL : 

To establish position as described in attached job 
description. , 

JUSTIFICATION: 

This position is one contemplated, needed and funded 
under year I1 of CCSC1s.Cooperative Education demonstration 
grant. 

Date: prepared B 



i 

. .* 

T.1TLE : A s s i s t a n t  t o  t h e  D i r e c t o r ,  C o o p e r a t i v e  E d u c a t i o n ,  B u s i n e s s  

RANK : A d m i n i s t r a t o r  I1 

DEPARTMENT: C o o p e r a t i v e  Educa t ion  

SUPERVISOR: A s s i s t a n t  D i r e c t o r ,  C o o p e r a t i v e  E d u c a t i o n ,  B u s i n e s s  

POSITION SUMMARY: Under d i r e c t  s u p e r v i s i o n  o f  t h e  A s s i s t a n t  Director, B u s i n e s s ,  
t h i s  p o s i t i o n  w i l l  b e  r e s p o n s i b l e  f o r  p r o v i d i n g  d i r e c t  s e r v i c e s  t o  co-op s t u d e n t s  
major ing  i n  t h e  b u s i n e s s  a r e a  i n c l u d i n g ,  b u t  n o t  l i m i t e d  t o ,  program r e c r u i t m e n t ;  
p r e - i n t a k e ,  p o s t - i n t a k e ,  c a r e e r  and academic a d v i s i n g ;  p lacement  r e f e r r a l s ,  r e c o r d  
keep ing ,  and  r e l a t e d  s e r v i c e s .  

POSITION RESPONSIBILITIES 

Advis ing:  Conduct i n d i v i d u a l  and g roup  o r i e n t a t i o n / a d v i s i n g  s e s s i o n s  w i t h  ' 

i n c ~ m i n g  co-op s t u d e n t s  and p a r e n t s .  P rov ide  academic s c h e d u l i n g  a d v i s i n g .  
P rov ide  c a r e e r  c o u n s e l i n g  and i n d i v i d u a l  6nd g roup  a s s i s t a x c e  i n  p r o p a r i n g  
s t u d e n t s  f o r  j o b  placement .  

Recrui tment :  P lan  and implement r e c r u i t m e n t  a c t i v i t i e s  s u c h  a s :  m e e t i n g s  
w i t h  gu idance  c o u n s e l o r s ,  p a r t i c i p a t i o n  i n  " c o l l e g e  n i g h t "  programs,  conduct-  
i n g  "open house"  mee t ings ,  p r e p a r i n g  m a t e r i a l s  f o r  m a i l i n g s ,  and t h e  l i k e .  

placement' R e f e r r a l s :  A s s i s t  i n  r e f e r r i n g  s t u d e n t s  f o r  co-op p l a c e m e n t s ,  
a r r a n g i n g  i n t e r v i e w s ,  and t h e  l i k e .  

O f f i c e  A d m i n i s t r a t i o n :  A s s i s t s  i n  m a i n t a i n i n g  f i l e s  and  r e c o r d s  o f  a c t i v i t i e s  
0 

o f  t h e  p o s i t i o n  and o f  t h e  A s s i s t a n t  D i r e c t o r .  

Pe r fo rms  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  t h o s e  enumerated above 
which d o  n o t  a l t e r  t h e  b a s i c  l e v e l  o f  r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n .  

QUALIFICATIONS: B a c h e l o r ' s  d e g r e e  and r e l a t e d  e x p e r i e n c e  i n  career c o u n s e l i n g  o r  
s t u d e n t  p e r s o n n e l  i n  h i g h e r  e d u c a t i o n  r e q u i r e d .  E x c e l l e n 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 w i t h  c o l l e g e  s t u d e n t s  r e q u i r e d .  

Master's d e g r e e  i n  c z r e e r  c o u n s e l i n g  o r  s t u d e n t  p e r s o n n e l ,  or r e l a t e d  f i e l d ,  
and academic background o r  e x p e r i e n c e  i n  b u s i n e s s  p r e f e r r e d .  

SALARY: $13,000 t o  $15,000 - 


