
THE CONNECTICUT STATE UNIVERSITY 

P.O. Box 2008 New Britain, Connect~cut 06050 (203) 827-7700 

AUTHORIZING RESOLUTION 

concerning 

Establishment of a Position (Extension Fund) 
at 

Eastern Connecticut State university 

Assistant in Continuing Education/Administrator I1 

May 6, 1983 

FGSOLVED, That the position, Assistant in Continuing Education/ 

Administrator 11, be established at Eastern Connecticut 

State University, effective May 6, 1983, in accordance 

with all provisions and expectations as set forth in 

the proposal dated April 15, 1983, which is attached as 

an addendum to this Resolution. 

A Certified True Copy: 

xecutive Director 

Central Connecttcut State U n ~ v e r s ~ t ~  . New Br~taln Southern Connect~rut States Untvcrs~tb . Nzu H.I\~. I:  
Eastern COM~C~ICUI  State Un~vers~ty . W~lltrnant~ Western Connert~cut Sta~t* Un~vt.rs~t\ D,irtL~~n 



Addendum to BR#83-62 

EASTERN C0:JFEC'I'I CUT STATE COLLEGE 
UNCLASS I r I ED PUS I T I  O:l+ ALTCRAT I Obi SUMMARY 

TITLE: Assistant in Continuing Fklucation ( A h i n .  2) 

FUND: b tens ion  

P O S I T I O N  TYPE: PERMANENT :( TEMPORARY - 
FULL-TIME P A R T - T I  F.iE 

EFFECT1  VE DATE BARGAINING U N I T  SCahP 

COST: $16,000.00 

PROPOSAL: To create a position in the Educational Fxtension Fund 
~ 5 t h  a p r k y  qhasis on recruit* and advising students 
in both on-cimpw and off -caqms p r o C ~ .  In adciition, the 
yosition w i l l  a s s i s t  in contimecl ,growth and diversification oC 
contirming &ation program. 

SUMMARY: Dlease see attached job descri9ticm. 

DATE :. 4/15/83 BY: - 



EAslmN CONNECrZm mTE lJNmmITY 

POSITION DESCEUPI'ION 

Assistant in Continuing Education 

AlMlNLSTRATIVE RANK 2 

Under the supervision of the Dean of Continuing Education or Associate 
ected the Assistant in Continuing Education performs the 

!BI&!n%c t 16ns : 
1. Int-ews and advises part-time and full-time ncm-traditional 

students at on-cmpus or off-campus centers as directed. 

2. Assists in the administration of off-campus centers including 
ccxmmications with business and idustry officials and off - 
campus faculty and staff. 

3. Assists in planning and staffing evening student services and 
program as directed. 

4 .  Assists in collecting and analyzing data on continuing education 
programs and on student characteristics and needs, 

5 .  Disseminates information to prospective students and representatives 
of business, industrial, camnmity and hman service agencies ; contacts 
and visits such agencies, attends college nights, college fairs and 
similar Zxlsiness or vlacanent affairs. 

6. Assists in the staffing of regrstration periods. 

7. Assists in coordinating on and offrcampus visitation programs, 

8. Handles routhe correspondence, 

9. Represents the office and the college by attending workshops and 
meetings on and offtcampus as needed, 

- 
10, Assists in the develapnent and pmtion of continuing education, 

11.. Perfom other duties and responsibilities related to those emmerated 
above which do not alter the basic level of responsibility of the position. 

A Bachelor's Degree is required, 

Ckie to ix-io years of experience equipping the applicant to relate effectively 
to non-tra&ti students, college students, staff and representatives of 
Zxlsiness and %dustrial agencies. 

These qualificatians may be waived for individuals with appropriate alternate 


