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AUTHORIZING RESOLUTION 

concerning 

Alteration in Duties and Rank 
From 

Coordinator of Alumni Affairs/Administrator IV 
To 

Director of Alumni AffairslAdministrator V 
At 

Southern Connecticut State College 

December 3, 1982 

RESOLVED, That the duties and rank for the position Coordinator 
of Alumni Affairs/Administrator IV, at Southern 
Connecticut State College, be altered to Director of 
Alumni Affairs/Administrator V, effective December 3, 
1982, in accordance with all provisions and expectations 
as set forth in the proposal which is attached as an 
addendum to this Resolution. 

A Certified True Copy: 

' ''James A. Frost f 
: Executive Director 

\,/* 



To: Exccutivc O f f  iccr  f u r  Fac t r l ty  atrd Sf * I f  A f f a i r s  

From: Sou thern  ~ o ~ r n r c t  ic t r t  S tntc* Collcp.!, - 

Concerning:  N e w  P o s i t  i o n ,  XX E x i s t i n g  P o s i t  i o n  ( Y J c J I ' L ~ / ~  i l l e d )  - 
P r o p o s a l  : 

Redef ine  the  Alumni A f f a i r s  p o s i t i o n  ( i . e .  change job d e s c r i p t i o , ?  i n c r e a s i n g  
a s s i g n e d  r e s p o n s i b i l i t i e s ) .  

Proposed P o s i t i o n :  

 it l c  / ~ a n k  D i r e c t o r  of Alumni A f f a i r s  (Admin i s t ra to r  V) 
12-Month Range : 
F u l l  Time $21,000. 
Perm. t o  -000. -- Gen. AFSCW 
10 o r  1 2  m o .  S a l a r y  Lcvc 1 Futitl ( ( k n .  , I!nri;aini~rg Unit 
Ful l -Par t -T ime  Ed.  E x t . ,  Aux. ) 
Temp. - Perm. 

Attached.  

4. R a t i o n a l e  f o r  A l t c r i n l ;  o r  E s t a b l i s l i i n g  P o s i t i o ~ ~  

See a t t a c h e d  memorandum from John M a t t i a .  

5. C o n d i t i o n s  o f  Employment i f  C113111:ed o r  1 ) i l f c rc r i t  f r o m  t : o n n .  

I Central O f f i c e  Use 

Approv('tl: 
C o n s u l t a t i o n  w i t h  B a r y , n i ~ ~ i r ~ g  Ul-ti t 1. For Sirln~i s s i o n  t o  1'ERC . 

Completed 2 .  By Conuni t  t c e / n o a r d  

7 

Date Sil: t~at  urc i 



UNCLASSIFIED POSITION ALTERAT ION SUMMARY 

0 
T j t l e :  D i rec tor  of Alumni Affairs/Administrator V 

Fund: 

Posi t ion Type: X Permanent Part-t ime 

Effective Date: November 5, 1982 
Range of Old Rank - 18,000 t o  33,000 

Cost: Range of New Rank - 21,000 t o  f 37,000 

campus: Southern CT State College 

Proposal : To a l t e r  the rank and responsibi 1 i t i e s  o f  the vacant pos i t i on  of 
Coordinator of A1 umni Af fa i rs/Administrator  I V  t o  D i rec tor  of 
A1 umni Affairs/Admi n i  s t r a to r  V 

Sumnary : 

See memo from John Matt ia t o  Roger Bergh dated August 6, 1982. 

kte: October 21, 1982 



TO: Roger Rurgh, Dean o f  Personnel 

FROM: John P. K a t t i a ,  D i r e c t o r  o f  Pub l ic  A f f a i r s  

DATE: Auoust 6, 1982 s 

- - -- -- - - - 

RE: Proceed k i t h  A1 umni Posi t i o n  Re-Rank i ng 

. -  
I ask t h a t  we proceed w i t h  rees tab l i sh in?  the alumni a f f a i r s  p o s i t i o n  a t  t he  
D i r e c t o r  l e v e l ,  and t h a t  the ranking be Adminis t rator  V. - 
Although the Alumni O f f i c e  i s  loca ted  i n  the Pub l ic  A f f a i r s  O f f i ce ,  the  person 
i n  charge of alumni operat ions must operate a t  t h e  d i r e c t o r  l e v e l  fo r  several 
reasons : 

1. The term "coordinator"  i s  inappropr ia te  because our alumni o f f i c e r  i s  the 
ch ie f  fund- ra iser  f o r  alumni g i f t - g i v i n g .  The alumni person does no t  r e p o r t  t o  

,. 
a l e g e  o f f i c e r  o f  h igher  rank who u l t i m a t e l y  i s  i n  charge o f  fund r a i s i n g .  

2 .  f o r  admin i s t ra t i ve  organizat ion,  the  alumni opera t ion  should be viewed i n  
the  same con te r t  as t b e  graphic services operat ion o f  t he  Publ ic  A f f a i r s  O f f i ce .  
These member u n i t s  a d m i n i s t r a t i v e l y  operate as separate o f f i c e s  on a day-to-day 
basis.  Graphic Services i s  headed by a D i r e c t o F Z T Z  Adminis t rator  V l e v e l  ; 
A1 umni A f f a i r s  should be organized a t  the same l e v e l  , bo th  i n  t i t l e  and rsnk. 

The a1 umni ope ra t i o r  has t o  be enhanced i f  i t  i s  t o  proceed t o  meet i t s  
i n s t i t u t i o n a l  goals. To he lp  achieve these goals, 1 have increased the  
r e s p o n s i b i l i t i e s  o f  the  c h i e f  a luan i  o f f i c e r .  (See attached proposed j o b  
descr ip t ion .  1 The s i g n i f i c a n t  changes are: 

RESPOtiSlBILITY 2. The Alumni O f f i c e r  w i l l  become the  c h i e f  fund r a i s e r ,  
i nc lud ing  organizat ion,  p lann ing  and execution. ( I n  the  past,  t h i s  l e v e l  o f  
r e s p o n s i b i l i t y  inc luded on l y  "aemin is te r i  ng" a p lan  a f t e r  i t  was es tab l ished by 
the  Alumni Board o f  D i r e c t o r s  and then accounting f o r  funds.) 

RESPONSIBILITY 3. The Alunni O f f i c e r  w i l l  take on the r e s p o n s i b i l i t y  o f  
d i r e c t i n g  alumni communications. (The former d i r e c t o r  had o n l y  a minor, 
support ive r o l e  i n  t h i s  regard. She p r i m a r i l y  wrote the  alumni notes column. ) 

RESPONSIBILITY 4. The Alumni O f f i c e r  w i l l  serve as execut ive d i r e c t o r  of t he  
Alumni Associat ion and i t s  Eoard o f  D i rec tors .  (The former d i r e c t o r  was 
secretary- t reasurer  o f  t he  board, no t  i t s  d i rec to r . )  



RLSPONSIPILITY 5. The Alumni Of f i cer  w i l l  develop computerized s l  umni f i l e s .  
(The present f i l e s  a re  p r i ~ a r i l y  s t o r t d  on 3 x 5 cards. A person w i t h  knowleege 
o f  conputer ized a1 umni record-keep4 nq i s needed t o  move our a1 umni records i n t o  
the  modern age.) 

Thus, t h e  new r e s p o n s i b i l i t i e s  c l e a r l y  i n d i c a t e  t h a t  we need 'a person who can 
* d i r e c t u  an alumni operat ion, no t  coord inate i t .  * 

1 appreciate your  assistance i n  t h i s  mat ter .  

cc: F. Harr ison 
A. Raffone 



Overall rrsl,onsil>ility for all of Iiciill Alumni Affairs both on 
and off campus. 

1. blanages Alumni Office/Director of Alumni Affairs. 

2 .  Scrvcs ns I:xc-c~~tive Sccrctary of Alumni Association and 
20 mcmbcr lionrd oi Directors. 

4. Administers fi~nd-raisin6 programs and Alumni Association 
Scholarships. 

5 .  Fhintnins compt!tcrizcd files of alumni and information for 
alumni newsletter. 

6 .  Acts as alumni liaison fore faculty, administrators, and 
community. 

7. Perfornls otllcr dutics atltf responsibilities related to those 
enumerated above which do not alter the basic level of responsibilit 
of the position. 

@ 
ADMINISTMTIVE FACULTY: 

I bO4LDIATE SUPERVI SOR : - i .4 -14 

DEAN OF PERSONNEL ADFIINI S'I'MTlON i~ 



Propored 10/5/82 

SOUTlIERN CONNECTICUT STATE COLLEGE 
/ 

POSITION DESCRIPTION 

POSITION TITLE: Director of Alumni Affairs 

ADMINISTRATIVE RANK: Administrator V 

POSITION SUMMARY: 

The Director of Alumni Affairs, who reports to the Executive Dean for 
Campus Affairs, is the administrative head of a comprehensive and well 
established alumni program. This position is responsible for the effective 
planning and management of the overall direction of the College's relations 
with its more than 50,000 alumni. Be/she also serves as the executive 
director to the Alumni Association and its Board of Directors. 

POSITION RESPONSIBILITIES: 

1. Administers the daily operations of the Alumni Association. 

2. Initiates and implements annual support campaigns, new scholarship 
programs, gift systems, special events and alumni involvement 
activities. 

3. Oversees direct mail, phonathon, and donor recognition events. 

4. Organizes class and reunion campaigns. 

5. Develops and maintains computerized alumni records. 

6. Coordinates the activities of the staff, alumni and board volunteers. 

7. Directs communications programs for alumni that include fund raising 
and newsletter publications. 

8. Assumes fiscal management of alumni funds. 

9. Administers programs and activities designed to stimulate alumni 
aupport of the College. 

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


