
AUTHORIZING RESOLUTION 

concerning 

twtion sf Title 
at 

mtral Connecticut S X e  University 

July 22, 1983 

RESOLVED, That the position title, Assistant Director of 
Admissions/Administrator I11 be altered to 
Assistant Registrar/Administrator 111, at Central 
Connecticut State University effective July 22, 
1983, in accordance with all provisions and 
expectations as set forth in the proposal dated 
July 7, 1983, which is attached as an addendum to 
this Resolution. 

A Certified True m: 
A 

%/' 

Executive Director 

An Equal Opportunity  Employer 



1 ;  . Addendum to BR# 83-106 

CENTNIL CONNECTICUT STATE UNTVERSITY . . 

Unclassified Position Alteration Summary 

TITLE: A s i s t a n t i  strar/Administrator 111 

FUND : - Genera1 Fund 

POSITION TYPE: Permanent x Temporary 

Full-time X Part-time 

EFFECTIVE DATE 7/22/83 Bargaining Unit AFSCME 

COST: $ None 

PROPOSAL : 

To reclassify the position of Barbara Hart from Assistant 
Director of Admissions, Administrator I11 to Assistant 
Registrar Administrator I11 with the attached new job 
description. 

JUSTIFICATION: 

This change' will make better use of the incumbent's talents 
and will place available manpower where the greatest need 
exists. Many o f  the dutSes overlap. 

Date; Prepared 



New 

Central  Connecticut S t a t e  U n i v e r s i t y  

POSITION DESCRIPTION 

Position T i t l e :  A s s i s t a n t  R e g i s t r a r  

Administrative Rank: A d m i n i s t r a t o r  I11 
- 

Department: R e g i s t r a r ' s  O f f i c e  

supervisor (s  ) POS it i o n / ~ i t l e  R e g i s t r a r  

POSITION S W R Y :  

P r e p a r e  and comple te  t r a n s f e r  c r e d i t  e v a l u a t i o n s  f o r  a l l  e n t e r i z g  and c o n t i n u i n g  
s t u d e n t s .  

POSITION RESPONSIBILITIES 

Counsels  s t u d e n t s  on academic  m a t t e r s .  E v a l u a t e s  c o l l e g e  
t r a n s c r i p t s  of  incoming f u l l - t i m e  and p a r t - t i m e  m a t r i c u l a n t s .  

S e r v e s  a s  a p r imary  s o u r c e  of i n f o r m a t i o n  f o r  programs,  c o u r s e s ,  
p r o c e d u r e s ,  e t c .  

Assists i n  t h e  d e t e r m i n a t i o n  of  c o u r s e s  CCSU s t u d e n t s  may t a k e  
a t  o t h e r  i n s t i t u t i o n s .  

Assists i n  maintenance of  c o l l e g e  r e c o r d s .  

Main ta ins  communication w i t h  s c h o o l s  i n  o u r  a r e a  t o  d e t e r m i n e  
changes  and u p d a t e s  i n  programs b e i n g  t a u g h t .  

Engages i n  v a r i e d  c o r r e s p o n d e n c e  p e r t a i n i n g  to e x p l a n a t i o n s  of 
c r e d i t  e v a l u a t i o n s .  

Determines  a c c r e d i t a t i o n  o f  i n s t i t u t i o n s  and programs of s c h o o l s  
a t t e h d e d .  

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 e d  t o  t h o s e  
enumerated above which do n o t  a l t e r  t h e  b a s i c  l e v e l  of 
r e s ~ o n s i b i l  i t y  of t h e  p o s i t  ion .  

QUF;LIFICATIONS: 

Bachelor's degree and two to three years of experience damnstrating ability 
to maintain detailed records and to relate effectively to students and staff 
equired. Knowledge of c0mp.ater applications is desired. Master's degree 

*referred. 

These qualifications m y  be waived for individuals with appropriate alternate 
experience . 



/ .; ,, , / 

Central  Connecticut S t a t e  College 

POSITION DESCRIPTION . - 
I' r " 

Position T i t l e :  -Ass i s tan t  .ih-Admissions 
C -. 

Administrative Rank: Administrator -11 I b 
- 

Department : Admission's Off i c e  

~ u ~ e r v i s o r ( s )  ~ o s i t i o n / ~ i t l e  Director of Admissions 

PmITIOR SUMMARY: 

The Assistant i n  Admission a s s i s t s  prospective s tudents  i n  t h e  appl ica t ion  
process by taking appropria te  ac t ion  on applic,ations f o r  t r a n s f e r s ,  a t h l e t e s ,  
and those of freshmen and re -en t r les  and by interviewing a l l ' s t u d e n t s  who a r e  
i n  academic d i f f i c u l t y  a t  other col leges  o r  i n  our Drtension College. 

J 

Appraises college records of t r a n s f e r s  and high school records and t e s t  scores 
of student a th l e t e s .  

Interviews, a s  p a r t  of appl ica t ion  process and evaluation,  s tudents  seeking 
admission. 

Counsels prospective s tudents  about educational system and programs. 
Reviews and takes  appropria te  ac t ion  on appl ica t ions .  -. 

Com~iles and co3 l a t e s  s t a t i s t i c a l  data  f o r  repor t s .  Completes s e l  ected 
questionnaires on appl icht ion s t a t i s t i c s .  

Recruits t r a n s f e r  s tudents  through v i s i t a t i o n s  t o  tvo-year col leges .  

. Ihkes and uses c t t n b c t s  a t  high schools and community col leges .  

I n i t i a t e s  l e t t e r s ,  responds t o  i nqu i r i e s  about admission e l i g i b i l i t y .  (writt.cn 
and telephone contact .  ) 

8 

s  students i ne l ig ib l e  f o r  admission. 

1nfom.s Director of Athletics.,  and coaches, on s t a t u s  and d ispos i t ion  of 
a th l e t e s  appl icat ions .  



: POr;2TIOfl RESPONSIBILITIES : (Cont 'd. ) 
/ - 

Acts as admissions l i a i son  t o  Connecticut community colleges.  

D Performs other dut ies  and rcspons ib i l i t jes  r e l i t e d  t o  those enumcratcd obovc 
which do not  a l t e r  t h e  basic  l e v e l  of respons ib i l i ty  of the  posi t ion.  

QUAL~;'ICATIONS : 
p-"-' /" 

Bachelor's degree-+qukd; years of experience 
in admissions or a student 

These qualifications may be waived for individuals with appropriate alternate 
experience. 

R E n B 4  AND APPROVAL : 

Reviewed b: I a 
- .  

~pproved by : //-z/-* 

I have read the  job description prepared jo3.ntly by myself and the  " ~ o l l e g e "  
Job Analysis C d t t e e  and agree t h a t  it accurately I-ef lects  rqy f'unctions and respon- 
s i b i l i t i e s  as of 

Date 

(Signature) n 

Rev. 6/4/79 


