
BRf 83-147 

THE CONNECTICUT STATE UNIVERSITY 

P.O. Box 2008 0 New Britain, Connecticut 06050 (203) 827-7700 

AUTHORIZING RESOLUTION 

concerning 

Alteration in Duties and a Change in Title 

Assistant to the Director of Financial Aidneterans Affairs 
Administrator I1 

to 
Assistant Director of Financial Aid and Veterans Affairs 

Administrator I11 

Eastern Connecticut State University 

November 4, 1983 

RESOLVED, That the duties and title for the position, 
Assistant to the Director of Financial Aid/ 
Veterans A£fairs/Administrator 11, at Eastern 
Connecticut State University be altered effective 
November 4, 1983, in accordance with all 
provisions and expectations as set forth in the 
proposal dated October 14, 1983, which is attached 
a s  an addendum t o  th i s  Resolution, 

/ James A. Frost 
," Executive Director 

- 
Central Connecticut State University New Britain Southern Connecticut State University New Haven 

Eastern Connecticut State University Willimantic Western Connecticut State University Danbury 

An Equal Oppor tuni ty  Employer 



EASTCI:~~ COI:I.IECT I CUT STATE INIVIZS~ 
UNCLASS I FI ED POS I T 1  Oi lT ALTEflAT 1 ON SUMHARY 

Addendum to BR# 83-147 

a 
TITLE: ASSISYAK' DIPSC'3Y)R OF FITJAIJCIAL ALD and VETERANS AFFAIRS/ADM. I11 

FUND: Auxiliary 

POSIT ION TYPE: PERtANENT __x__,, 

EFFECT1 VE DATE : 1 1/4/33 

TEMPORARY 

PART-TI ME 

BARGAIKItjG U N I T  SCOAP 

PROPOSAL: To change the present Assistant to the Director of Financial 
Aid. Such a change reflects the increased fiscal responsibilitv 
involved in the management 05 Financial Aid Programs, including- 
the need to have someone in charge in the absence of the director. 
In addition, the incumbent will continue to be responsiblefor 

- . Veterans Programs. 

SUMMARY: Please see attached job description. 

DATE :. t 
bean of Personnel Administration 



ASSISTANT DIRECTOR OF FINANCIAL AID & VETERANS' AFFAIRS 

Under t h e  general d i r e c t i o n  o f  t h e  Dean o f  Students, and the  immediate 
d i r e c t i o n  o f  t h e  D i r e c t o r  o f  F inanc ia l  A i d  L Veterans' A f f a i r s ,  t h e  Ass is tan t  
D i r e c t o r  of F inanc ia l  A id  & Veterans' A f f a i r s  a s s i s t s  the  D i r e c t o r  i n  t h e  
f o l  lowing r e s p o n s i b i l i t i e s :  

1. Processing F inanc ia l  Ai,d App l ica t ions :  
a. performs needs ana lys i s  
b. awards student  a i d  packages according t o  es tab l i shed  procedures 
c. a s s i s t s  w i t h  T i t l e  I V  v a l i d a t i o n s  

2. Counseling: 
a. ac ts  as a counselor and general resource person t o  students, 

i n c l u d i n g  veterans 
b. a s s i s t s  i n  handl ing problems w i t h  c l i e n t s  and/or t h e i r  parents o r  

l e g a l  representa t ives  

2. Ass is t s  i n  o f f i c e  management and assumes r e s p o n s i b i l i t y  f o r  managing 
t h e  o f f i c e  i n  the  absence o f  t h e  D i r e c t o r  o r  when the re  i s  no incumbent 
d i r e c t o r .  Ass i s t s  i n  h i r i n g  s tudent  employees. 

- 

4. Has pr imary r e s p o n s i b i l i t y  f o r  e s t a b l i s h i n g  r e c o n c i l i a t i o n  procedures 
w i t h  the  F i sca l  O f f i c e  f o r  a i d  program expendi tures and f o r  i d e n t i f y i n g  
d i  screpencies t h a t  e x i s t  between t h e  respec t i ve  o f f  i ces  ' records. 

I 

5. Serves as s ~ e c i a l  1 iason w i t h  s t a t e  and fede ra l  auditors f o r  a1 1 a i d  I 
accounts, a;ld a s s i s t s  i n  t h e  complet ion o f  reports. 

6. Oversees o ~ e r a t i o n  o f  Veterans Of f i ce ,  i n c l  udins c e r t i f i c a t i o n  of 
veterans f o r  bene f i t s ,  p repara t i on  o f  - s t a t i s t i c a l  repor ts ,  h i r i n g  and 
superv is ing  veteran work-study personnel , and co-ordi n a t i  ng veterans' 
t u t o r i a l  and r e h a b i l  i t a t i o n  bene f i t s .  

7. Represents t h e  o f f i c e  and the  U n i v e r s i t y  by a t tend ing workshops and 
meetings on o r  o f f  campus, and serves as academic adv isor  as needed. 

8. Performs o the 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  those enumerated 
above which do n o t  a1 t e r  t h e  bas ic  l e v e l  o f  r e s p o n s i b i l i t y  of t he  
pos i t i on .  

- 
f o r  t h e  U n i v e r s i t y  f o r  AFSCME 

QT& IL \ 

0 
Signature 
&-.- ~&~VZ(F  i 0 (1 /83  

Date 
o f  Supervisor o f  Incumbent 

31% 3 
Date S ignatu fe  Dla t k  



EASTERN CONNECTICUT STATE COLLEGE 

POSITION DESCRIPTION 

@ P~SIJION TITLE ASSISTANT To THE DIRECTOR OF FINANCIAL AID/vETERANs AFFAIRS 

ADMINISTRATIVE RANK 

Under the general d i r e c t i o n  of the Dean o f  Students, and the immediate d i r e c t i o n  
o f  the D i rec to r  o f  Financial  Aid and Veterans' A f f a i r s ,  the Ass is tant  t o  the 
D i rec to r  o f  Financial  Aid and Veterans' A f f a i r s  ass i s t s  the D i rec to r  i n  the 
fo l low ing  respons ib i l i t i e s :  

Coordinates the Student Work Program 
C e r t i f i e s  veterans f o r  bene f i t s  
Counsels student workers and supervisors 
Counsels veterans 
Supervises o f f i c e  personnel . 
Supervises veteran work-study personnel 
Provides data f o r  a l l  s t a t i s t i c a l  studies 
Aids i n  the completion o f  s t a t e  and federa l  repor ts  
Assists i n  the development o f  new o f f i c e  procedures and the 
improvement o f  e x i s t i n g  pract ices 
Assists i n  the compi lat ion o f  improvement o f  f i n a n c i a l  a i d  
pub1 i ca t i ons  

11. I n i t i a t e s  veterans ' outreach and recrui tment e f f o r t s  - 
12. Compiles V C I P  app l i ca t ion  and budget data ! !  13. Authorizes t u i t i o n  waivers 
14. Assists i n  devel opment o f  computer funct ions 
15. Attends'workshops per ta in ing  t o  student work regu la t ions and 

program improvements 
16. Assists i n  the  a l l oca t i on  o f  student work funds 
17. Performs basic grant  va l ida t ions  
18. Processes veterans ' loan appl i cat ions 
19. Coordinates veterans ' t u t o r i a l  bene f i t s  
20. Develops contracts w i t h  off-campus employers 
21. Prepares per t inen t  reports as needed 
22. Represent the o f f i c e  and the College by a t tend ing workshops. 

and meetings on o r  o f f  campus as needed. . 
23. Acts as a counselor, academic advisor, and general resource 

person t o  students 
24. Performs needs analysis and f i n a n c i a l  a i d  budget functions. 
25. Performs other  dut ies  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  those enumerated above 

which do n o t  a l t e r  the basic l e v e l  o f  r e s p o n s i b i l i t y  of the pos i t ion.  

Qua1 i f i c a t i o n s  

TWO years of experience inc lud ing  a b i l i t y  t o  r e l a t e  t o  students, parents, College 
Staff and veterans, and t o  handle complex informat ion.  A Bachelor 's Degree i s  
required. 

These q u a l i f i c a t i o n s  may be waived f o r  i nd i v i dua l s  w i t h  appropr iate a l t e rna te  (a experience. . 
t 

Signature f o r  the  Col l ege Date Signature f o r  AFSCME Date 

Signature o f  Supervisor Date Signature o f  Incumbent Date 


